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Preface: Introduction to PRweb

Preface: Introduction to PRweb

The AcquiLine suite of products, developed by American Management Systems (AMS), is
targeted at achieving paper-free business processes. AcquilLineisaweb-based product suite that
isa“bolt-on” to the Standard Procurement System (SPS) program’s Procurement Desktop-
Defense (PD?) system. The AcquiLine PRweb moduleis adirect paperless channel between the
requesting agent and a Contracting Office’s PD? database. With the PRweb module, the
requesting agent can create Purchase Requests, with attachments, for supplies and services directly
from a desktop web browser. After creating a Purchase Request, the PRweb user can route it to
other PRweb users in the organization for additional information, changes, funding commitment,
and package approval, all according to locally defined business practices. Once the Purchase
Request is approved, the information is saved directly to the PD? database at the Contracting
Office. Procurement officials can then utilize the full power of PD? to fulfill the requirement as
submitted, or can route the requirement back to the PRweb user if further clarification is needed.

The PRweb module also allows customers to view PR status information through their desktop
web browser. This capability saves the requesting agent and Contracting Office valuable time,
providing customer self-service rather than necessitating a phone call or e-mail statusinquiry to
the Contracting Office.

The PRweb Functional User’s Guide is designed to be a comprehensive manual providing detailed
procedures for the various system features of the product. The effective use of this manual isto
ensure successful use of PRweb. The manual is divided into twelve sections: Getting Started,
PRweb Desktop, Account Maintenance, Purchase Request, PR Modifications, Line Item,
Attachments, DD254, Workflow, Reports, Transfer Document and Help.

AcquiLine PRweb v2.3 1 July 29, 2002
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Chapter 1: Getting Started

Chapter 1: Getting Started

The PRweb desktop allows the requesting agent to
successfully perform procurement-related tasks. A
requesting agent in PRweb has the capability of . . .
creating, viewing, editing, routing and approving PRs Using the functpns described in this
from the PRweb desktop. Maintenance of the PRweb chapter you can:

user account allows the user to access PRweb, e Register for access to PRweb
become familiar with desktop functionality and set
user preferences.

In This Chapter...

e Logonto PRweb

Accessing PRweb

A valid user account is required to access PRweb. To obtain an account, the registrant must
complete the registration form, which then needs to be approved by the designated System
Administrator. Alternatively, auser account can be created directly by the System Administrator.
Upon completion of either of these two options, the user can log on to the PRweb module. The
login process requires the registrant to successfully enter a username and password. Upon
successful log on, the user has access to the PRweb desktop and can participate in the
requirements phase of the procurement process.

AcquiLine PRweb v2.3 2 July 29, 2002
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Chapter 1: Getting Started

I nformation Tab
The L ogin window opens to the Information tab. The Information tab providesalocation in

which the System Administrator can post information or messages for PRweb usersto see. Itis
recommended that the user read the Information tab upon login.

Information | Lu:nginl Registration

Inforrnation instrctions may be edited in Site Ilaragerent.

F S

Figure1: Login—Information Tab

AcquiLine PRweb v2.3
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Chapter 1: Getting Started

Login Tab

PRweb users can access the PRweb module viathe L ogin window.

Information  Login | Registratiu:unl

Ilzermame; |

Password: |

Lagin |

Figure2: Login—Login Tab

To log on to the PRweb module:
1. Click the Login tab from the L ogin window.
2. Enter the username in the Usernamefield.

3. Enter the corresponding password in the Password field.

Note:  The password entered must be a minimum of 8 characters including one or more special
characters (e.g., “%" or “#").

4. Click the[Login] button.

AcquiLine PRweb v2.3 4 July 29, 2002
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Chapter 1: Getting Started

Registration Tab

The Registration tab is the location in which a person begins the registration process to become a
PRweb user.

To register as a PRweb user:

1. Select the Registration tab from the L ogin window.

Information | Login Rﬂgistratiunl

R egistration instructions may be edited in Site Management.

R egiztration |

Figure 3: Login — Registration Tab

AcquiLine PRweb v2.3 5 July 29, 2002
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Chapter 1: Getting Started

2. Click the [Registration] button.
The Registration Form window opens with the User tab displayed.

User Tab

i Registration Form [_ O] x|

Farm

User | Cu:untau:tl Gru:uupsl

Izername:; I

Pasgword: I

Werifu: I

FRequested Rights:

[T Admiristrator

[ Wiew PRweb PRz in Status Feport
[ Wiew &l PRs in Statuz Report

|Warning: Applet "Window

Figure4: Registration Form—User Tab

1. Enter ausernamein the Usernamefield.

Note:  All username information is account specific. No two users may have the same
username.

2. Enter apassword in the Password field.

Note:  The password entered must be a minimum of 8 characters including one or more special
characters (e.g., “%" or “#").

3. Verify the password by re-entering it in the Verify field.

4. If applicable, select the Administrator check box.

Note: TheView PRweb PRsin Status Report check box and View All PRsin Status Report
check box are disabled if the Administrator check box is selected.

5. If applicable, select the View PRweb PRsin Status Report check box.

Selecting the View PRweb PRsin Status Report check box requests the right to use the PR
Status Report function to view PRs that have been created in PRweb and reside in PD?. For
more information on PR Status Report, refer to the “PR Status Report” section in Chapter

10: Reports.

AcquiLine PRweb v2.3 6 July 29, 2002
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Chapter 1: Getting Started

6. |f applicable, select the View All PRsin Status Report check box.

Selecting the View All PRsin Status Report check box reguests the right to use the PR
Status Report function to view all PRs that reside in PD? including PRs created in PRweb.
For more information on PR Status Report, refer to the “ PR Status Report” section in
Chapter 10: Reports.

Contact Tab

1. Click the Contact tab.

Theinformation contained on the Contact tab provides a profile for the user account. The
contact information includes Contact Name, Title, Phone number, Fax number, E-mail
address and a Requesting Office address. If contact information needs to be changed or
updated after registration, contact the PRweb System Administrator.

i Registration Form M=l E3

Faorm

Uzer Contact | Groups |

[~ Check here if you are an existing Contact in PDE. Then press
the Select button below to find wour Contact profile.

Select, | Eemove I

Contact Mame: I

Title:

|
Phore: I Fan: I
E-rnail: I

Requesting
Office:

Select... |

|Warning: Applet Windaw

Figure5: Registration Form — Contact Tab

Note:  Select the Check hereif you are an existing Contact in PD?... check box to choose an
existing contact in PD2. This activates the [Select] and [Remove] buttons. Clicking the
[Select] button allows the registrant to search for existing contact information contained
in PD% Clicking the [Remove] button erases any contact information previously pulled
from PD? If an existing contact is selected, the fields on the Contact tab populate with
the information pertaining to that contact.

2. Enter anamein the Contact Namefield.

Thisisarequired field. The contact name displaysin the user list when creating route
templates, routing sheets and groups.

3. Enter the contact’stitlein the Titlefield.

AcquiLine PRweb v2.3 7 July 29, 2002
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Chapter 1: Getting Started

4. Enter the contact’ s phone number in the Phone field.
5. Enter the contact’ s fax number in the Fax field.

6. Enter the contact’s e-mail addressin the E-mail field.
Thisisarequired field.

7. Click the [Select] button to select a Requesting Office.
The Requesting Office Contact Search window opens.

Note:  The Requesting Office field on the PR defaults to the Requesting Office selected by the
contact during the registration process. The registrant can search for an existing contact
or add anew one.

R equesting Office Contact Search
Search Criteria Search By
IE ' Code ™ Organization Mame
" Contact Mame ¢ Phone Mumber
Search I Selewt | Cancel | £ State € Zip Code
Contact | Code | Organization | City | State | £ip Code PH
Kl 5

|Warning: Applet \Window

Figure 6: Requesting Office Contact Search Window

8. Enter Search Criteria, and click the [Sear ch] button.

Note:  For more information on searches, refer to “ Search Function” section in Chapter 2:
PRweb Desktop.

9. Highlight the desired Requesting Office and click the [Select] button.

The Contact tab displays with the selected Requesting Office in the Requesting Office
field.

AcquiLine PRweb v2.3 8 July 29, 2002
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i Registration Form |_ O] x|
Forrn

Uzer ‘Contact | Groups |

[~ Check here if you are an existing Contact in PO, Then press
the Select button below to find your Contact profile.

SelEst.. | Bemaye |

Contact Mame: Iacquseﬂ

Title: Iacquseﬂ

Phome: |555-4321 Fax |555-4321

E-mail: Iacquseﬂ (Bjag.com

Fiequesting Training Center ﬂ
Office: ATTH: ATZI-DOC

Remove | Building 4340 ;I

|Warning: Applet Window

Figure7: Registration Form — Contact Tab
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Chapter 1: Getting Started

Groups Tab
1. Click the Groups tab.

The PRweb module utilizes groups to organize users with commonalties and helps to organize
the approval trail. There are two tabs within the Groups tab, the Member tab and Manager
tab. The Member tab allows the registrant to request membership of a group and the Manager

tab allows the registrant to request to be a manager of a group.

Member Tab

The Member tab alows aregistrant to request membership of agroup. The PRweb routing
components allows the user to route PRs to groups of users. For more information on routing,

refer to the “Routing” section in Chapter 9: Workflow.

i Registration Form Mi=] E3

Faorm

Llserl Contact  Groups |

Member | Managerl

M ame | Drezcription Add...

Eemowe |

|Warning: Applet Windaw

Figure 8: Registration Form - Groups Tab - Member Tab

1. Click the[Add] button to search for agroup.
The Group Search window opens.

Note: Itisnot required that aregistrant be amember of agroup.

AcquiLine PRweb v2.3 10
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Chapter 1: Getting Started

Group Search
Search Criteria Search By
IE i b ame " Description
Search | SElERt | Cancel |
M arme | Dreszcription

|'W'arning: Applet Windaw

Figure 9: Group Search Window

2. Enter Search Criteria, and click the [Sear ch] button.

Note:  For more information regarding searches, refer to “ Search Function” section in Chapter
2: PRweb Desktop.

3. Highlight the desired group(s) and click the [Select] button.
The Member tab displays with the selected group(s).

Note:  Multiple groups can be selected by pressing the <Ctrl> key and clicking on the desired
groups.

AcquiLine PRweb v2.3 11 July 29, 2002
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i Registration Form Hi=] E3
Forrm

Llserl Cortact Groups |

Member | Managerl

I ame | Dezcription

Admin Training 1 :
Hemawve |

|Warning: Applet Window

Figure 10: Registration Form - Groups Tab - Member Tab

Note:  For aquick way to search alist, refer to the * Searching Within A List” section in Chapter
2: PRweb Desktop.

Manager Tab

The Manager tab allows aregistrant to request to be a manager of one or more groups.
Managers of groups can use PR Status Reportsto view PRsthat currently reside in PD? and
were created by members of the groups they manage. For more information on PR Status
Report, refer to “ PR Status Report” section in Chapter 10: Reports.

AcquiLine PRweb v2.3 12 July 29, 2002
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i Registration Form Hi=] E3
Forrm

Llserl Cortact Groups |

Member Manager |

I ame | Dezcription Add...

Eenmowe |

|Warning: Applet Window

Figure 11: Registration Form —Groups Tab - Manager Tab

1. Click the[Add] button to search for agroup.
The Group Search window opens.

Note: Itisnot required that aregistrant be a manager of a group.

Group Search
Search Criteria Search By
IE i b ame " Description
Search | SElERt | Cancel |
M arme | Dreszcription

|'W'arning: Applet Windaw

Figure 12: Group Search Window

AcquiLine PRweb v2.3 13 July 29, 2002
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Chapter 1: Getting Started

2. Enter Search Criteria, and click the [Sear ch] button.

Note:  For more information regarding searches, refer to “ Search Function” section in Chapter
2: PRweb Desktop.

3. Highlight the desired group(s) and click the [Select] button.
The Groups tab displays with the selected group.

Note:  Multiple groups can be selected by pressing the <Ctrl> key and clicking on the desired
groups.

i Registration Form [_ O]
Farm

Userl Contact 'Groups |

Member Manager |

M ame | Description

Adrmin Training 1 : ;
Hemmaye |

|Warning: Applet \Window

Figure 13: Registration Form —Groups Tab - Manager Tab

Note:  For aquick way to search alist, refer to the * Searching Within A List” section in Chapter
2: PRweb Desktop.

4. To submit the Registration Form, select Form - Submit from the Registration Form
menu bar.
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IS [=] E3

i Registration Form
Submit
v |

Cancel
TTEETTTEE. acquzer]

Ixxxxxxxxx

Fazsword:

Ixxxxxxxxx

hWerify:

Fequested Rights:

[ &driristrator

¥ “iew PRiweb PRz in Status Report
¥ Miew &l PRz in Status Feport

|Warning: Applet Window

Figure 14: Submit Menu Option

An e-mail alert from the PRweb System Administrator is sent to the contact’ s e-mail

Note:
address upon registration approval or rejection.
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Chapter 2: PRweb Desktop

File Menu In This Chapter...

The File menu provides desktop functionsto allow
the PRweb user to update or exit the desktop. For
these purposes, three components are provided in the
File menu: Refresh Folder, Refresh All, and Exit. e Understand the desktop
functions and components

e Usethe Search feature

Using the functions described in this
chapter, you can:

e Usethe Auto-Calendar feature

& PRweb (]
W= Preferences  Purchase Reguest  Help
Refresh Faolder
Refresh All
Exit
I Ty
IJava Applet Window
Figure 15: FileMenu
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Refresh Folder

The Refresh Folder menu option allows the PRweb user to refresh individual foldersto reflect
changes. For example, if auser gets an e-mail alert regarding a new PR in his’her Inbox, but does
not see the PR in that folder, he/she can highlight the Inbox folder and select File > Refresh
Folder from the desktop menu bar. This refreshes the Inbox folder with the new information and
the PR displays in that folder.

Refresh All

The Refresh All menu option allows the PRweb user to refresh all folders on the desktop to reflect
changes. For example, if auser adds an attachment to a PR but does not see the attachment icon
on the desktop, he/she can select File > Refresh All from the desktop menu bar. This refreshes
all folders on the desktop with any new information. The PR icon now reflects the addition of the
attachment.

Exit
PRweb users can exit the desktop by selecting File > Exit from the desktop menu bar.

AcquiLine PRweb v2.3 17 July 29, 2002
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Using Desktop Components

The PRweb desktop is a Graphical User Interface (GUI) that provides the user control and
interaction with the program.

=10l |

I:l Archive

I Iy

|Java Applet Window

Figure 16: Desktop

Desktop Folders

The PRweb desktop is the large white area that holds all of the PRweb user’s PRsin four folders:
Drafts, Inbox, Outbox and Archive. Each folder represents a stage in the requirements
development process.

e The Draftsfolder contains PRs that have been created but not yet routed. PRs that have been
re-routed back to PRweb from PD? also display in the Drafts folder.

e ThelInbox folder contains PRs that have been routed to the user for review and approval by
another PRweb user.

e The Outbhox folder contains PRs that have been routed to another PRweb user.

e The Archive folder contains PRs that have proceeded through the approval processin the
PRweb module and now reside in the PD? database.

To access a document contained within afolder:

AcquiLine PRweb v2.3 18 July 29, 2002
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1. Click on the plus symbol (+) to open afolder and display the folder’ s contents.

The (+) symbol denotes that a closed folder has one or more documentsin it.

2. Double-click the document to be opened.

Note:  The minus symbol (-) that displays directly to the left of an open folder allows the user to
close that folder.

Title Bar

A title bar displays the name of the window at the top of every window in the PRweb system.
Throughout this document, the name contained within the title bar is used as the window name.

: PRweb M= E |

Figure17: Title Bar

Menu Bar

The menu bar allows the user to efficiently and quickly navigate through the various functions and
capabilities of the PRweb module. The menu bar is the strip of one or more words located across
the top of awindow, below thetitle bar. Each word in the menu bar can be selected to activate a
drop-down menu. Each drop-down menu contains words that relate to the various options
provided in the program that can be selected to link the user to that option.

File  Administration  Help I‘

Figure 18: Desktop Menu Bar

Username

The username is displayed in the bottom right corner of the desktop. Thisidentifies the user who
isloggedin.

Java Applet Window or Warning: Applet Window

Either the “Java Applet Window” or “Warning: Applet Window” message displaysin the
lower left corner of the PRweb desktop. It serves asareminder that the PRweb moduleis not a
program that resides on the hard drive of the user’s computer, unlike aword processor or a
spreadsheet program. The PRweb module is a Java Applet, a special type of program that can be
used over the Internet.
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Search Function

There are two search functions available in PRweb, searching the database and searching alist.
The searching the database function allows the PRweb user to pull information directly from the
PRweb or PD? database. The searching within alist function allows the PRweb user to search a
list quickly.

Searching the Database

To conduct asearch:

1. Click the[Select] button for the appropriate Sear ch box.

Requesting Office Contact Search Ed
Search Critena Search By
IE &+ Code " Organization Mame
" Contact Mame ¢ Phone Mumber
" State " Zip Code
e, ..
Search | Selewt | Cancel I
Contact | Code | Organizatian | City | State | £ip Code FPH
=l 3
|Warning: Applet window

Figure 19: Sample Search Window

2. Qualify the Search Criteriafield by selecting the desired Sear ch By radio button.

The Sear ch By radio buttons enables the PRweb user to perform searches by specific
categories. The search results display the specific category a phabetically.

3. Definethecriteriain the Search Criteriafield.

The Sear ch Criteria field allows the PRweb user to further define and refine the search
parameters. The PRweb module employs the universal search symbol (%) to aid in the search
process. The universal search symbol pullsall information pertaining to the designated search
parameter. For example, “A%” in the Requesting Office Contact- Sear ch field displays all
vendors beginning with the letter A. The % may also be used to search for akeyword. For
example, “%Army%" in the Requesting Office Contact Search field displays all Requesting
Offices containing the word “Army.”

AcquiLine PRweb v2.3 20 July 29, 2002
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Note: The Search Criteriafield is case-sensitive.

4. Click the [Search] button.

R equesting Office Contact Search
Search Criteria Search By
|,.f.-.,|_?:; " Code " Organization Mame
" Contact Mame ¢ Phone Mumber
Select | Cancel | * State € Zip Code
Contact Code Organization City State | Zip Code =

EREMDAM HAG 5071024 DPEO PEMCO AEROPL BIRMIMGHARM AL 5202-2447
MO COMTACTS 501024 DFRO PEMCO AEROFPL BIRMINGHAM AL 35202-2447
HAMITH DasCo AMMISTOM &RMY DEP AMMISTOMN Al 36201-5003
NO CONTACTS DasaCo AMMNISTOM &RMY DEP AMMISTON Al 36201-5003
MO COMTACTS DasH USA MISSILE COMMAR REDSTOME &R AL 35298-5280
NO CONTACTS DABTOZ LL5. ARMY CHEMICAL . FORT MCCLELL AL 36205-5000
MO COMTACTS DatAm USa EMGIMEER DISTR MORILE Al 3EE228-00M
MO COMTACTS DaCwil  USAEMNGIMEER DISTR MOBILE Al 36E28-00M
NO CONTACTS DACASY USA ENGIMEER DIWISI HUMTSYILLE AL 35807-43M
MO COMTACTS DaCwiay  USAEMWGIMEER DRSS HUMTSWILLE AL 35207-42M

KN 3
|Warning: Applet \Window

Figure 20: Sample Search Results

5. Highlight the desired result and click the [Select] button.
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Searching Within A List

To conduct a search:

1. Click on the appropriate list.

' Regizstration Form Hi=] E3

Faorm

Llserl Cortact Groups |

Member | Manager |
I ame Drescription Add...
BLS#1 Buz Lewvel Securty Remove |
BLSH2 BLSH2
BLSH2 BLSH2
BLSH#4 BLSH#4
Group 2 Betzy's group 2
Group 3 Betzy's Group 3
Group 4 Betzy's group 4
TRA Training Group
TRA1 Training Group
TRAZ 2nd Training Group
TRAR Training

|Warning: Applet Window

Figure 21: Registration Form - Groups Tab - Member Tab

2. Enter search text.

The Starts with window opens.

Note:  Morethan one character may be typed in the Search Text field.

Starts with___
Search Test: Ok |
IT Cancel |

|Warning: Applet Window

Figure 22: Starts With Window

3. Click [OK].
The search resultsis highlighted.
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: Registration Form

Farm

Llserl Cortact Groups |

=] E3

Member | Manacer |
M amne | Dezcription Add...
Adrif Training 1
BLS#1 Buz Level Securty Remove |
BLSHZ2 BLSHZ2
BLSH2 BLSH2
BLSH4 BLSH4
Group 2 Betzy's group 2
Group 3 Betzy's Group 3
Group 4 Betsy's group 4
TRA1 Training Group
TRAZ 2nd Training Group
TRAL Training

|Warning: Applet window

Figure 23: Registration Form - Groups Tab - Member Tab
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Auto-Calendar Feature

The Auto-Calendar feature allows the PRweb user to quickly select a date from a calendar
interface.

To use the Auto-Calendar feature:
1. Placethe cursor inside the field that requires a date.

2. Press <Shift> and double-click the left mouse button.

[2002 7] Tosay |

Sun Mon Tue wed Thu  Fri Sat
1 213|456 |7
g | 9 |11 (1213 14

15 |16 | 17 | 18 | 19 | 20 | 21

2223 24| 5|2 2|

29

(8|9 |10]1]12]

September

(]2 | Cancel |

Java Applet Window

Figure 24: Calendar Window

Note: A calendar displays with the current date as the default.

Note:  Clicking on the auto-calendar icon also displays the calendar. %

3. Usethe Month drop-down list box to select a different month if necessary.
4. Usethe Year drop-down list box to select adifferent year.
5. Click the desired day of the month in the calendar that displays.

6. Double-click the appropriate date or single-click adate and click [OK] to select and close the
calendar.
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Chapter 3: Account Maintenance

The PRweb desktop allows the requesting agent to
successfully perform procurement-related tasks. A
requesting agent in PRweb has the capability of
creating, viewing, editing, routing and approving
PRs from the PRweb desktop. Maintenance of the
PRweb user account allows the user to access
PRweb, become familiar with desktop functionality
and set user preferences.

Customizing the User Account

In This Chapter...

This chapter introduces the basic
information needed to begin working
with AcquiLine PRweb. Thisincludes:

e Customizing the user account

The Prefer ences menu allows the PRweb user to customize his/her user options. The Preferences
menu contains five options. Change Ar chive Days, Change Password, Route Templates,

Change E-mail Address, and Out of Office.

AcquiLine PRweb v2.3 25
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M[=] E3
Purchaze Fequest  Help
E Change Archive Days. ..
o & Change Pazsword...
B
P C Route Templates...
Change E-mail &ddress. .
Ot of Office. ..
I NE
|'W'arning: Applet WwWindow

Figure 25: Preferences Menu Option

Change Archive Days

The Change Archive Days menu option allows the PRweb user to specify the number of days that
PRs are displayed in the Archive folder. Changing the number of days overwrites the default set
by the System Administrator.

To change the number of archive days:
1. Fromthe menu, select Preferences - Change Archive Days.
The Archive Days window opens.
Archive Days

Enter the nurber af days, fram the
creation date, that PR documents are
wizible fram within the Archive folder.

s

] Cancel

|Warning: Applet wWindow

Figure 26: Archive Days Window
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2. Enter the desired number of days.

3. Click [OK] to save the Archive Days setting.

The Attention window opens.

Attention

& Your Archiving Davs value has been updated.

|Warning: Applet Window

Figure 27: Attention Window

4. Click [OK] to return to the PRweb desktop.
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Change Password
The Change Passwor d feature alows the PRweb user to change his/her login password.

To change passwords:

1. Fromthe menu, select Preferences > Change Password.

Change Paszword | x|

Old Paszword: ||

Mew Paszward: I

" erify: I

] Cancel

|Warning: Applet Window

Figure 28: Change Password Window
2. Enter the current password in the Old Password field.
Thisisarequired field.

3. Enter the desired password in the New Password field.
Thisisarequired field.

Note:  The password entered must be a minimum of 8 characters including one or more special
characters (e.g., “%" or “#").

4. Re-enter the desired password in the Verify field.
Thisisarequired field.

5. Click [OK] to change the password.

The Attention window opens.

Attention

& Your pazsward has been changed.

|Warning: Applet Window

Figure 29: Attention Window

6. Click [OK] to return to the PRweb desktop.
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Route Templates

The Route Templates feature allows the PRweb user to create his’her own specific route
templates to complement current approval processes. Only users with appropriate security rights
can create route templates. Members of security groups that only have routing access to specific
templates can choose from those templates to which they are assigned when routing aPR. The
routing sheet popul ates with the contents of the template. Therefore, the order in which users are
put on the route template is the order in which the PR is routed.

Creating a Route Template

The PRweb user can create new route templates. Route templates can be created to complement
current approval processes.

To create aroute template:

1. Fromthe menu, select Preferences > Route Templates.

i Templates _ | O]
Mame | Dezcription M Hew |
Adrmiir. Administratars Termplate ;
Testing Test Template Edit... |
[ElEte |
1 | = Cloze
|Warning: Applet window

Figure 30: Templates Window

Note:  For aquick way to search alist, refer to the * Searching Within A List” section in Chapter
2: PRweb Desktop.
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2. Click the [New] button.

The Template — New window opens.

Template - Hew | x|

M arne: ||

Dezcription: I

View Boutees By : % |lzer
= Group

-

Maon-tembers i embers

ACH USER C
ACHUSERD
&CHUSERE
ACHUSER F |
ACQUILIME USERA
ACOUSER B

ACHUSERTO

ACOUSERTO

&L GANZEMULLER
BaRBARA E BROCK

A Y

Foute to PO® User: I Select.. |
Wiew Groups... | ] | Cancel |

|Warning: Applet wWindow

Figure 31: Template — New Window

3. Enter aunique template name in the Name field.

A unique name is required for each template. The Namefield holds up to 30 characters.

4. Enter adescription for the new template in the Description field.

The template description alows the System Administrator to further clarify the route template
he/sheis creating. The Description field holds up to 255 characters.

5. Select members for the new template by highlighting desired users from the Non-M embers
list box and clicking the[ » ] button.

Note:

For aquick way to search alist, refer to the * Searching Within A List” section in Chapter
2: PRweb Desktop.

Note:

The Non-Memberslist box displays all available usersto add to the route template. As
users are added to the route template their usernames display in order selected in the
Memberslist box and are subsequently removed from the Non-M ember slist box.
Members can be removed from the route template by highlighting the desired user from
the Memberslist box and clicking the [ 4 ] button.

AcquiLine PRweb v2.3
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6. Select the Group radio button from the View Routees By field.

7. Select amember from the Non-Memberslist.

8. Click the[View Group] button.
The Groups (Read Only) window opens.

i Groups [Read Only) =] E3

Mame

BLSH1
BLSHZ
BLSHI
BLSH4
Group 2
Group 3
Group 4
Group &
Group &
Group 7

D ezcription

Buz Lewvel Security
BLSHZ

BLSH3

BLSH4

Betzy's group 2
Betzay's Group 3
Betzy's group 4
Betzy's Group &
Betzy's group B
Betzy's group 7

-

]

Open... |

Cloze

|Warning: Applet \Window

9. Click the[Closg] button to return to the Template — New window.

Figure 32: Groups (Read Only) Window

10. Click [OK] to save the new template and return to the Templates window.

11. Click the[Select] button next to the Route to PD? User field.
The Select PD? User window opens.

Select PD® Uszer

FPD User?
Drarninic Joel

Sarah Joypce
System Adminiztrator

Selewt

Cancel

|Warning: Applet Window

Figure33: Select PD? User Window

12. Highlight the appropriate Contract Official.

AcquiLine PRweb v2.3
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13. Click the [Select] button.
The PD? user selected displays in the Route to PD? User field on the routing sheet.

Note: At least one member and a PD? user must be added to the new template before saving it.

14. Click [OK] to save the new template and return to the Templates window.
15. Click the[Closeg] button to return to the user’s desktop.

Editing a Route Template

The PRweb user can edit existing route templates to add or remove users from the template.
To edit aroute template:

1. Fromthe menu, select Preferences > Route Templates.

The Templates window opens.

i Templates [_ |O0]
Name | Descnptlnn ......... NEW ......... |
Adriir. Administratars Temnplate :
Testing Teszt Template Edit... |
Efete |
1 | . Cloze
|Warning: Applet wWindow

Figure 34: Templates Window

2. Highlight the route templ ate to be edited.

Note:  For aquick way to search alist, refer to the * Searching Within A List” section in Chapter
2: PRweb Desktop.
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3. Click the [Edit] button.

Template - TEST E

Mamme: [TEST

Description: Itesters

View Boutees By : % |lzer
" Group

-

M an-tembers kembers

&CH USERC
ACHUSERD
&CHUSERE

ACQ USERF _

ACHUILINE USERA
ACOUSER B
ACLUSERTO
ACOUSERTO
&L GANZEMULLER
BARBARA E BROCK -

Foute to PD® User: ISystem Adrniristrator [ |

i Erl:uups...l 2k, I Cancel |

|Warning: Applet wWindow

Figure 35 Template - <Template Name> Window

4. Edit the template description in the Description field if necessary.

Note: Thenameinthe Namefield is not editable.

5. Select additional members for the template by highlighting desired users from the Non-
Memberslist box and clicking the[ p ] button.

Note:  For aquick way to search alist, refer to the * Searching Within A List” section in Chapter
2: PRweb Desktop.

Note: TheNon-Memberslist box displays all available users to add to the route template. As
users are added to the route template their usernames display in order in the Members
list box and are subsequently removed from the Non-M ember slist box. Members may
be removed from the route template by highlighting the desired user from the Members
list box and clicking the [ 4 ] button.

6. Select the Group radio button from the View Routees By field.
7. Edit the members from the Non-M emberslist if necessary.

8. Click [OK] to save the new template and return to the Templates window.
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9. Click the[Select] button next to the Route to PD* User field to change the PD? user.

The Select PD? User window opens.

Select PDZ Uszer

PO Jzer

Draminic Joel

Sarah Jopce

System Administrator

Select {  Cancel

|Warning: Applet Window

Figure 36: Select PD? User Window

10. Highlight the appropriate Contract Official.

11. Click the[Select] button.
The PD? user selected displays in the Route to PD? User field on the routing sheet.

Note: At least one member and a PD? user must be included on the template before saving it.

12. Click [OK] to save the changes and return to the Templates window.

13. Click the[Closg] button to return to the user’s desktop.
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Deleting a Route Template
The PRweb user can delete existing route templ ates.

To delete aroute template:

1. Fromthe menu, select Preferences> Route Templates.

The Templates window opens.

i Templates _ | O]
M ame | Descipon | i Meaw, |
Adrmiir. Administratars Termplate ;
Testing Test Template Edit...

<] |

Cloze

|Warning: Applet window

Figure 37: Templates Window

2. Highlight the route template to be deleted.

Note:  For aquick way to search alist, refer to the * Searching Within A List” section in Chapter

2: PRweb Desktop.

3. Click the [Delete] button.
The Confirmation window opens.

Confirmation Ed

@ Y'ou are about to delete this route
temnplate. Would wou like bo continue?

|Warning: Applet Window

Figure 38: Confirmation Window

4. Click the[Yeg] button.
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Change E-mail Address

The Change E-mail Address feature allows the PRweb user to change their e-mail address as
defined in the contact information. The e-mail address denotes where all PRweb generated alerts
are sent.

To change your e-mail address:

1. Fromthe menu, select Preferences> Change E-mail Address.

The Update E-mail Address window opens.
Update E-mail Address

PRweb User

Current E-mail Address: Iiack_[eynnlds@ams_cnm

M E-mail &ddress; ||

aF. Cancel

|Warning: Applet "Window

Figure 39: Update E-mail Address Window

2. Enter the new e-mail addressin the New E-mail Addressfield.

3. Click [OK] to save the changes.

Out of Office

The Out of Office feature allows the PRweb user to specify a date range that the user will be
away. The user can also specify another PRweb user that the “ out of office” user’s workload will
be forwarded to while the “out of office” user isaway. E-mail notification is sent to the “out of
office” user informing the user that a PR or PR Mod has been forwarded to the designated
aternate. Oncethe Last Day Out of Office passes, the user’ s workload will not be forwarded to
the designated user.

To specify out of office information:

1. From the menu, select Preferences > Out of Office.

Out of Office window opens.
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Out of Dffice x|

[ Out of Office Activated

First Dayp Out of Office: || Ewl‘
Last Diay Out af Office; | Ewl‘
Formarding *orkload to PRweb Uzer; Select... |

] | Cancel |

Warning: Applet Window

Figure 40: Out of Office Window

2. Select the Out of Office Activiated check box.

3. Enter the appropriate date in the First Day Out of Officefield.
Thisisarequired field.

4. Enter the appropriate date in the Last Day Out of Officefield.
Thisisarequired field.

Note: TheFirst Day Out of Office and Last Day Out of Office dates can be entered manually
or by using the Auto-Calendar feature. For more information on the Auto-Calendar, refer
to “ Auto-Calendar Feature” section in Chapter 2: PRweb Desktop.

5. Click the [Select] button next to the Forwar ding Workload to PRweb User field.
The Select PRweb User window opens.

Select PRweb User

-

Available PRweh Lisers |

30 CHARACTERS USER 1D -
ACCEPTOR FOUR
ACCEPTOR OME
ACCEPTOR THREE
ACCEPTOR WO

ADAM ARDREWS
AMDREW

AGHAF IR,

Alex Schefer

B Watson

Select... Cancel

|Warning: Applet Window

Figure41: Select PRweb User Window
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6. Highlight the user and click the [Select] button to select the desired user.
The selected user displaysin the Out of Office window.

Out of Office |

v Out of Office Activated

First Day Out of Office; IEI?;’EI'EI;"EI:Z Ewl‘
Last Day Out of Dffice: [07/22/02 E"’:I
Farwarding Warkload to PRweb ser |ADAM ANDREWS Delete... |

] | Cancel |

Warning: Applet Window

Figure 42: Out of Office Window
7. Click [OK] to save the Out of Office configuration.

8. Click [Cancel] to cancel the Out of Office configuration.

To remove out of office information:

1. From the menu, select Preferences > Out of Office.

Out of Office EI

v Out of Office Activated

First D'ay Out of Office: IEI?HEISHI:IE Eﬂl‘
Last Day Out of Office: IUW?EHUE Eﬂl‘
Fonwarding ‘Warkload to PRweb Lzer; ADAM ANDREWS Delete. . |

2k I Cancel |

Warning: Applet Window

Figure 43: Out of Office Window

2. Clear the Out of Office Activated check box.

The First Day Out of Office, Last Day Out of Office, and Forwarding Workload to
PRweb User fields are cleared.
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Out of Office

r

Figure 44: Out of Office Window

3. Click [OK] to save the Out of Office configuration.

4. Click [Cancel] to cancel the Out of Office configuration.
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Chapter 4: Purchase Request

The Purchase Request (PR) document is the principle In This Chapter...

document supported within PRweb. The PRweb

modul e allows the requesting agent to create, route, Us ng the Purchase Reqqest
approve, and submit the PR to the Contracting Office. functions described in this chapter,
The electronic interchange of the PR, and the ability of you can:
the rgquesti ng agent to track the status of the PR, e Create and Manage PRs
provides an integrated solution to support paperless :
acquisition. e Manage Funding Sources

e Manage Funding Strips

Creating a New Purchase Request e Manage Job Orders

To create a new Purchase Request:

1. Fromthe menu, select Purchase Request > New.

i PRweb Mi=] E3

Purchaz Help

File Preferences e Fequest

=

: £ Outbox "-.-"'p g

B[] Archive [EI SIMTTATHL. .
(B
[efete

PR Status Report...
Standard Reparts. ..

Eerumten..
Eaute,..

SRpIovE..,

wiew apmroyal Histom.

I Iacquser'l

|'W'arning: Applet Window

Figure 45: New Purchase Request Menu Option
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2.

The PR Header displays at the top of the Purchase Request window and is visible from
every tab of the Purchase Request window.

i Purchasze Request - Mew _ O] ]
File  Line Item
Degcriphion Purchaze Reguest Humber
Purchase || |
RequeSt Requigition 0 ate DPAS Prionty Rating | Priority
[14-Gep-2000 | |

Figure46: Purchase Request Header

Enter adescription in the Description field.

The Purchase Request description allows the PRweb user to assign a descriptive reference of
up to 60 characters. Thisfield isrequired to save aPR.

Enter a unique number in the Pur chase Request Number field.

The Purchase Request number allows the PRweb user to assign a unique al phanumeric
combination of up to 30 charactersto the PR. Duplicate PR numbers are not allowed. This
fieldisrequired to save aPR.

Enter the Defense Priority Allocation System (DPAS) Priority Rating in the DPAS Priority
Rating field.

Thisfield holds up to 6 characters.

Enter the appropriate priority number in the Priority field.
Thisfield holds any number between 1 and 15.

Note:  The PRweb module automatically assigns a date/time stamp called the Requisition Date,

to the PR upon creation. Thisfield is not editable.
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Main Form Tab

The Purchase Request opens to the Main Formtab. The Main Form tab contains information
regarding the Requesting Office, I ssuing Office, Suggested Vendors, Type of Action and
Comments.

i Purchase Request - New ;lglﬂ

File  Line Item

Dezcription Purchaze Request Mumber
Purchase [
REqUESt Requizition Date DPAS Priority Rating | Prionty
[ 25-Jun-2002 | |

Main Form | Lime rteml Cu:untractsl Aol Datal

Requesting Office Select || Type of Action

N&YAL COMMUMICATIONS DET. *ASHIMGT | Small Purchase " Grants/Coops Agreement
" Competed Contract " Sealed Bid

Ll BT DG alesl) ™ Mon-Competed Contract © F55/G54 Scheduls

dl | —"I " Manufacturer Sale Source ¢ Commercial

Is3uing Dffice Delete I ™ Dielivery Order " MIB /MISH / FFI
" Tagk Order

Wi TER REED ARMY MEDICAL CEMTER «

DIRECTORATE OF CONTRACTING c t

ATTM: HSHLZC. BUILDIMG T-20 AmmEmts
|

ArT FAAE

1]

3
Suggested WYendaor(s) Add... |

\arning: Applet YWindow

Figure47: Purchase Request - New —Main Form Tab

1. Select the appropriate Type of Action radio button.

Note:  The Requesting Office and | ssuing Office fields default to the Requesting Office
defined in the creator’ s user account on the Contacts tab.

2. Click the [Select] button next to the Requesting Office field.
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The Requesting Office Address Search window opens.

Requesting Office Addrezs Search E3

Search Criteria Search By
IE %' Code " Phone Mumber
™ Organization " Zip Code
Search | (et | Cancel |  State
Code | Organization | Street City | State| £ip Eu:u:le| A
0| 3

|'W'arning: Applet Window

Figure48: Requesting Office Address Search Window

3. Enter Search Criteria, and click the [Sear ch] button.

Note:
2: PRweb Desktop.

For more information regarding searches, refer to “ Search Function” section in Chapter

4. Highlight the desired Requesting Office Address.

5. Click the [Select] button.

The Main Form tab displays with the selected Requesting Office in the Requesting Office

Addressfield.

6. Click the [Select] button next to the | ssuing Office Addressfield.
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The I ssuing Office Address Search window opens.

Izsuing Office Addrezs Search E

Search Criteria Search By

IE * Code " Phone Mumber

" Organization " Zip Code
Search | Select | Cancel | " State
Code | Crganization | Street | City | Statel Zip Ecu:le| A

LI 3

|Warning: Applet Window

Figure 49: |Issuing Office Address Search Window

7. Enter Search Criteria, and click the [Sear ch] button.

Note:  For more information regarding searches, refer to “ Search Function” section in Chapter
2: PRweb Desktop.

8. Highlight the desired Issuing Office Address.

9. Click the [Select] button.

The Main Form tab displays with the selected Issuing Office in the I ssuing Office
Addressfield.

10. Click the [Add] button next to the Suggested Vendor (s) field.

The Suggested Vendor (s) field allows the PRweb user to identify potential
suppliers/contractors for the request. Vendor information is pulled from the PD? database.
The PRweb module user cannot create new vendor profiles; the Contracting Office must do
thisvia PD?.
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The Vendor Address Search window opens.

Yendor Address Search

Search Criteria Search By

E * Code ™ Phone Mumber

" Hame " Zip Code
Search | Selemt I Cancel | " State
Code | Crganization | Street | City | State| Zip I:::n:lel A

LI 5

|Warning: Applet Window

Figure 50: Vendor Address Search Window

11. Enter Search Criteria, and click the [Sear ch] button.

Note:  For more information regarding searches, refer to “ Search Function” section in Chapter
2: PRweb Desktop.

12. Highlight the desired Vendor Address.

13. Click the [Select] button.
The Main Form tab displays with the selected vendor(s) in the Suggested Vendor (s) field.

Note: The[Add] button becomes the [M or €] button after selecting one Suggested Vendor (s).

14. Enter comments about the requirement into the Comments field.
Thisfield holds up to 255 characters.
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Additional Suggested Vendors

1. Click the[Mor €] button next to the Suggested Vendor (s) field.
The Vendor Summary View window opens.

1 ¥Yendor Summary Yiew

M=l
Vendor Summary View
724 AMERICAN MAMAGEMEMT 4114 LEGAT! FAIRFAX WA 22033 703-227-55H
182037705 BaALL AEROSPACE 10LONGS D BROOMFIELD CO  80020-251
LI 3
Addl Remowve ak Cancel
|Warning: Applet Window
Figure51: Vendor Summary View Window
2. Click the [Add] button.
The Vendor Address Search window opens.
Yendor Address Search Ed
Search Criteria Search By
IE & Code " Phone Mumber
© Mame " Zip Code
Search | Helent | Cancel | ¢ State
Code | Organization | Street | City | State| £ip Code | A
LI 3
|'W'arning: Applet Window
Figure 52: Vendor Address Search Window
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3. Enter Search Criteria, and click the [Sear ch] button.
Note:

For more information regarding searches, refer to “ Search Function” section in Chapter
2: PRweb Desktop.

4. Highlight the desired Vendor Address.
5. Click the [Select] button.

The Main Form tab displays with the selected vendor(s) in the Suggested Vendor(s) field.

Remove Suggested Vendor

1. Click the[Mor €] button next to the Suggested Vendor (s) field.
The Vendor Summary View window opens.

i Yendor Summary Yiew

M=] E3
Yendor Summary View
BM724 AMERICAN MANAGEMENT 4114 LEGAT! FAIRFAX WA 22033 703-227-559
182037705 BALL AEROSPACE

10LOMGS O BROOMFIELD  CO - 80020-291

=

0K Cancel

|Warning: Applet Windaw

Figure53; Vendor Summary View Window

2. Highlight one or more vendors and click the [Remove] button.

3. Click [OK] to return to the Main Form tab.
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Line Item Tab

The Line Itemtab of the PR provides a summary of the line items on the PR. This summary
provides general information on line items for a PR such as Number, Description, Quantity,
Unit of Issue, Unit Cost, and Total Cost.

In PRweb, funding may be handled at the contract level or at thelineitem level. Contract level
funding may be entered on the Line Itemtab. To establish lineitem level funding, the information
may be added on the Funding tab in the Line Item Detail window. To create alineitem refer to
Chapter 6: Line ltem.

& Purchase Request - PRO101 = 10| =]
File Line ltem

Description Purchaze Request Mumber
Purchase | [unitorms {PROT01
RequeSt Requistion Date DPAS Priotity Rating | Priority
| 24-Jun-2002 f3 f3
hizin Form ~ Line Rem | Cortracts | &l Data |
Total Funding: |$E|_|:|E| Contract Level Funding

* liglyes way fe munded fordisolFy guposes.

‘ Murnber ‘ Description | Guantity | Unit of lzsue Lnit Cost Tatal Cost *

Total Cost: |50.00

|Java Applet wWindow

Figure54: Purchase Request - <Purchase Request Number> —Line ltem Tab
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Creating a New Funding Source

PRweb users can create funding sources at the contract level. The System Administrator grants
user rights to manage funding information. If the user does not have these rights, funding
information is read-only or not available.

1. Click the[New] button next to Contract L evel Funding.

The Contract Level Funding window opens.

Note:  If associated funding information is aready in the database, the [M or €] button displays
and the funding information displays in the table.

& Contract Level Funding |

Contract Level Funding

Funding Strip Funded Amaurt

1| [+
ey Edit.... Delete Close |

|-_|a\-'a Applet wWindow

Figure55: Contract Level Funding Window

2. Click the [New] button to add funding information.
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The Funding Sources - New window opens with the funding header displayed at the top.

The funding header includes the Document Number and the Total Estimated Cost of al
lineitems.

h*‘ Funding Sources - New

=1

Figure 56: Funding Sources — New Window

3. Tosearch for an existing funding strip, click the [Manage] button.

AcquiLine PRweb v2.3 50 July 29, 2002
Functional User’s Guide



Chapter 4: Purchase Request

The Funding Strip Search window opens.

Funding Strip Search x|
Search Criteris; IE Search By
% Code
M. .. | Edit... | COopy... | Delete i~ User D
Search I Select I Cancel I Template: IGIDbaI j
Code | zer T
1| [+
Java Applet WwWindow

Figure57: Funding Strip Search Window

4. Select the appropriate template from the Template drop-down list box.

Note:  Selecting “Global” in the Template drop-down list box searches across all templates.

5. Enter Search Criteria.
6. Click the [Search] button.
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The search results display.

Funding Strip Search x|
Search Criteria; IE = BRI 3
% Coge
Mewy... | Edit... | Copy... | Delete " User ID
...... S ear-:h ....... | Select | Cancel | Template: I.&.rmy LI
Codle =zer D
n S8DE991 1111111111111 2 TN Y
21 2I‘I.ITI.-“-.I"I 2.&.&.&.&344BSSSCCCCCCCEBTT?TBBDEEEQQ1 1111111111 2222223F88883 Frvay
1| [+
Java dpplet window

Figure58: Funding Strip Search Window

Note:  Only funding strips that have been created by the user or released by the PD? System
Administrator are displayed.

7. If thedesired funding strip is not found skip to step 10. If it isfound, continue with step 8.
8. Highlight the desired funding strip and click the [Select] button.

9. Skipto step 14.

Note:  For more information on searches, refer to “ Search Function” section in Chapter 2:
PRweb Desktop.

10. If the funding strip is not found, click the [New] button.
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The <Default Template> Funding Strip — New window opens.

Army Funding Strip - New |

Fund Strip

Departrnent Code(2) Sizcal Year(1)

SppropristioniBasic Syrmbol(4) _itnitatior(4)

Propgrarm eari ) Dperating Aoenre 2]

Allctment Serial Murmber(4) Srogratn Elemert(11)

Element of Resaurce(4) VIDEP/SODPIE)

Documert Reference Mumber(14) Aocountig Processing CodelB)

Fizcal Station Murmber(5)

Szlect Template:  Arimey d I Ok | Cloze

Jawa Applet window

_aat Digii(1)

Figure59: Army Funding Strip — New Window

Note:  The default funding strip template set by the System Administrator displays. If the
System Administrator has not selected a default template, you cannot continue

11. To change to an aternate template, select another template from the Select Template drop-
down list box.

12. Enter the funding strip information in the appropriate fields.

Note:  Each field must either be filled out completely or left blank.

13. Click [OK].
The funding strip displays on the list of available funding stripsin the Funding Strip
Search window.

14. Highlight the new funding strip and click the [Select] button to select the new funding strip.

15. Enter the appropriate fund amount in the Funded Amount field.

The Funded Amount field allows the PRweb user to enter the desired dollar amount to
correspond with the selected funding strip. (It isnot required to enter adollar sign.)

Note: The Funded Amount defaults to the total cost of al line items.

16. Enter an Accounting Classification Reference Number (ACRN) in the Fund ACRN.

The Fund ACRN field allows usersto enter ACRN information in the Funding Sour ce
window. Thisfield holds up to two characters.

17. Click [OK] to return to the Contract L evel Funding window.
18. Click [Close] to return to the Pur chase Request window.
19. From the menu, select File —» Save to update the funding information and save the PR.
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Editing a Funding Source

PRweb users can edit funding sources at the contract level. The System Administrator grants user
rights to manage funding information. If the user does not have these rights, funding information
isread-only.

% Purchase Request - PRO101 ;Iglil

File Line lterm

Description Purchasze Request Mumber
Purchase | |uritorms {PrRO101
Requeat Requisition Date DRPAS Priority Fating | Priority
| 24-Jun-2002 E |3
Mzin Form ~ Line Rem | Cortracts | &dd! Data |
Total Funding: |$1D,EIDIZI.DIZI Contract Level Funding

* Yzlues way he murded fordisplay purposes.

Murnber | Description | Cusntity | Unit af lzsue Unit Cost Tatal Cost *

Total Cost:  [50.00

IJa\-'a Applet Window

Figure 60: Purchase Request - <Purchase Request Number> - Line Item Tab

1. FromtheLineltem Tab of the Purchase Request window, click the [Mor €] button next to
Contract Level Funding.

The Contract Level Funding window opens.
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& rcontract Level Funding x|

Contract Level Funding

Funding Strigp Funded Amourt

1111111111111 3 10,000.00

Mewy .. ........ Edft.. Delete Close |

IJava Applet WwWindow

Figure61: Contract Level Funding Window

2. Highlight the funding source to be edited and click the [Edit] button.
The Funding Sources window opens.

&Funding Sources x|
Funding Sources

Document Mutmkber |F'RD1 01
Total Estimated Cost: |$I:|.EIEI

Func Strip Mewy... I Edit... IManage...
212W000 28,88 8 34 4BE5SC OO CCEETFTTAEDEAAR T VI N 11 111 2222227 FFFF T3

Funded Amaurt: |$1D,DDD.DD Fund &CRM: |23

Job Order | Expirstion Date | Caritity | Funded Amourt Add. . |

Ediit...

Total Quantity: IIZI.IZI Total Amount;  |[0.00 Delete |

(00,4 | Cancel |

|Java Applet Window

Figure 62: Funding Sources Window

3. Make desired changes and click [OK] to return to the Contract L evel Funding window.

AcquiLine PRweb v2.3 55 July 29, 2002
Functional User’s Guide



Chapter 4: Purchase Request

4. Click [Closg] to return to the Pur chase Request window.
5. From the menu, select File — Save to update the funding information and save the PR.

Deleting a Funding Source

PRweb users can delete funding sources at the contract level. Deleting a funding source removes
it from the PR. The System Administrator grants user rights to manage funding information. 1f
the user does not have these rights, funding information is read-only.

& Purchase Request - PRO101 ;IQIE'
File Line ltem

Dezcription Purchaze Reguest Mumber
Purchase | |unitorms |PrRO101
Requeat Requisition Date DRAS Priority Rating | Priority
J24-Jun-2002 f3 3

Main Forrn  Line lem | Cortracts | Add| Data

Total Funding: |$1D,DDD.DD Contract Level Funding Mu:ure...l

* Valyes may e munded for di o3y puvposes.

| Murnker | Description | Guanitity | it of lz=zue it Cost ‘ Total Cost *

Total Cost:  |50.00

|Java Applet \Window

Figure 63: Purchase Request - <Purchase Request Number> —Line |tem Tab

1. FromtheLine Itemtab of the Purchase Request window, click the [Mor €] button next to
Contract Level Funding.

The Contract Level Funding window opens.
2. Highlight the funding source to be deleted and click the [Delete] button.

3. Click the[Yes] button in the Confirmation window.

The Contract Level Funding window displays with the funding source deleted from the
table.

4. Click the [Close] button to return to the Pur chase Request window.

5. From the menu, select File — Save to update the funding information and save the PR.
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Creating a New Funding Strip

PRweb users can create funding strips at the contract level. The System Administrator grants user
rights to manage funding information. If the user does not have these rights, funding information

isread-only.
i Purchase Request - PROT00 M=] 3
File  Ling Item
Deszcription Purchaze Request Mumber
Purchase  [supplies |PRO100
Requeslt R equizition D ate DP&S Pronty Rating | Priority
J07-Jun-2002 |

Main Form ~ Line em | Contracts | Add| Data

Total Funding: | Contract Level Funding HMew. |
* Valyes may he munded for disolay puvposes.
Mumber | [rezcription Cuantity [ Unit of lzzue Unit Cozt | Total Cost *
Total Cost:

|Warning: Applet Window

Figure 64: Purchase Request - <Purchase Request Number> - Line Item Tab

1. Click the[New] button next to Contract L evel Funding.
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The Contract Level Funding window opens.

Contract Level Funding E

Contract Level Funding
Funding Strip Funded Amount
LI S
Mew... | Edit... [elete Cloze |

|'W'arning: Applet wWindow

Figure 65: Contract Level Funding Window

2. Click the [New] button.

The Funding Sources— New window opens.
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Funding Sources - New

Funding Sources

D ocument Mumber |

Tatal Estimated Cost:

Fund Strip MHew... Manage. ..

Funded Amount: |$0.00 Fund ACEM:

Job Order | Expiration D ate | Cluantity | Funded Amount Add. . |

Total Cluantity: T otal Aot ‘

Ok, | Cancel |
Warning: Applet Window
Figure 66: Funding Sources— New Window
3. Click the [New] button.
The <Default Template> Funding Strip - New window opens.
Amvy Funding Strip - New
Fund Strip
Department Codef2) Fizzal %eafl]
Appropriations/3azic Syrbal(4) Lirnitation[4]
Pragram v'ear(1] Operating Agency 2]
Allatment S crial Mumbor[4] Program E cment[" 1]
Element of Rezource(d) MOEP/SODP[E]
Diocument Relerence Mumber(14) Aczounting Proceszing Code(B)
Fizcal Station MumbarE)
Select Termplate: Arroy = ] 4 | Cloze |
Warning: dpplet Window

Figure 67: Army Funding Strip — New Window

4. To change an dternate template, select another template from the Select Template drop-
down list box.
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5. Enter the funding strip information in the appropriate fields.

Note:  Each field must either befilled out completely or left blank. However some fields may
be required, depending on how the System Administrator configured the funding
template.

6. Click [OK].
The funding strip displays in the Fund Strip field of the Funding Sources - New window.

7. Click [OK] to return to the Contract Level Funding window.
8. Click [Close] to return to the Purchase Request window.

9. From the menu, select File — Saveto update the funding information and save the PR.

Note: A new funding strip may also be created from the Funding Strip Sear ch window by
clicking the [New] button.
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Copying a Funding Strip

PRweb users can copy funding strips at the contract level. Copying funding strips may save time
in the creation of new funding strips. The System Administrator grants user rights to manage
funding information. If the user does not have these rights, funding information is read-only.

& Purchase Request - PRO100 -0 x|
File Line ltem

Dezcription Purchaze Reguest Mumber
Purchase | [s.qpie- JPrao100
Requeat Requisition Date DRAS Priority Rating | Priority
J07-Jun-2002 |2 f1
Main Form ~ Line ftem | Cortracts | Add!| Data |
Total Funding: |$1D,DDD.DD Contract Level Funding

* Valyes may e munded for di o3y puvposes.

| |mber [vesorpton | quanity | unofisoue]  untcost | Totacoste | |

Total Cost:  |50.00

|Java Applet \Window

Figure 68: Purchase Request - <Purchase Request Number> - Line Item Tab

1. Click the[More] button next to Contract L evel Funding.
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The Contract Level Funding window opens.

& Contract Level Funding |

Contract Level Funding

Funding Strigp Funded Amount

1| [ »
ey Edlit... Delete Cloze |

|Java Applet Wwindow

Figure69: Contract Level Funding Window
2. Click the [New] button.
The Funding Sources— New window opens.
Funding Sources - New E

Funding Sources

Document Mumber IF'H 0100

Total Eztimated Cast: |$EI.EIEI

Fund Strip Mew... it I Manage...l

Funded Amount: |$EI.DEI Fund ACEM: I

Job Order | Expiration D ate | Cluantity | Funded Amount Add. . |

Eif:.. |

Total Quantiby: I Total Amount; I Delete |

(] | Cancel |

|Warning: Applet Window

Figure 70: Funding Sources— New Window
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3. Click the [M anage] button.
The Funding Strip Search window opens.

Funding Strip Search
Search Criteria: Is;] Search By
&+ Code
MHew... I Edlit:.. | [Eap.. | [Elete | " User D
Search | Select | Cancel | Template: IGIDI:uaI =
Code | zer ID
ol 3
|Warning: Applet \Window

Figure 71: Funding Strip Search Window
4. Select the appropriate template from the Template drop-down list box.

5. Enter Search Criteria, and click the [Sear ch] button.

Note:  For more information regarding searches, refer to the “ Search Function” sectionin
Chapter 2: PRweb Desktop.
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Funding Strip Search x|
Search Criteria; IE Search By
' Code
M. .. | Ecit... | Copy... | Delete i~ User D
Search I Select I Cancel I Template: I.E'.rﬂ'l':." j
Code =er D

1| [+

Java Applet WwWindow

Figure 72: Funding Strip Search Window

6. Highlight the desired funding strip and click the [Copy] button.

The <Default Template> Funding Strip - Copy window opens with the copied funding
strip information in each field.

Army Funding Strip - Copy x|

Fund Strip

58959735944 7794444894455t yhd 54578899 38854444 44:.444597 5345999535

Doportrmcnt oo Iaa Simoal oo Ig

Appropristion/Basic Symbol(4) |sg?3 _imitatior(4) |8944

Program Year(1) |? Jperating Agenc+(2) |?9

Allatimeirt Serial Mumnber(d) |4444 Sragran Clemerti11 ) |8944455tggh

Element of Resourceld) |4545 WDEPISOOP(E) I?BBQEr

Documert Reference Mumber(14) |33334444444444 & ccountig Processing Code(B) Iag?agq

Fizcal Staticr Rurmler(G) Iaggggg _ast Digil1) Ia

Szlect Template: Army vl Ok | Close

Java AppletWindow

Figure 73: Army Funding Strip — Copy Window

Note:  Thefunding strip is copied into the template that corresponds with the PRweb template
used to create the original funding strip. If the funding strip was created with a PRweb
template that has either been disabled or updated, the PRweb user is unable to copy the
funding strip. In addition, funding strips that were created in PD? will display as
Miscellaneous.
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7. Make the desired changes to the funding strip.
8. Click [OK] to save the changes and return to the Funding Strip Sear ch window.
The new funding strip displaysin the Funding Strip Search window.

9. Highlight the funding strip and click the [Select] button to select the new funding strip.
10. Click [OK] to return to the Contract L evel Funding window.
11. Click [Closg] to return to the Pur chase Request window.

12. From the menu, select File > Save to update the funding information and save the PR.
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Editing a Funding Strip

PRweb users have two options for editing funding strips at the contract level. The System
Administrator grants user rights to manage funding information. If the user does not have these
rights, funding information is read-only.

If the System Administrator has updated or removed the template from which the selected funding
strip was created from, PRweb alerts the user that the template has changed.

@ The funding template uzed to create thiz
funding ztrip has been changed or dizabled.
Select Wes' to update uzing new funding

ternplate. Select Mo' ta view selected
funding =trip az read only,

Tes Mo

|Warning: Applet Window

Figure 74: Confirmation Window

If the user selects[Y es], PRweb displays the updated version of the template or the default
template, depending on whether the template was disabled. The user is able to select another
template if desired from the Select Template dropdown list box.

Ammy lNunding Stnp - New [ =]

Fund Shnp

Departrment Code(2)

Fizzal veall]

Appupigliond3 gz Synbol(4] Lirnitatiori(4]

Frogran 'r'earf1]

Allatrment S erial Mumber 4]

Operating Agency 21

Froaram E ementl 11

MOEF/SO0FE]

Element of Fezounce(d]

ITnrnnent Helereare Murmbed 1 4] Ar-nnnhag Frorezzng |indr|H)

Fiscal Station HumberE) Lazt Diigit[~ ]
Selecl Tenplale, Sy - I Ok I Close

|‘Warning: Applat Windaw

Figure 75: Army Funding Strip — New Window
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If the user selects[No], the funding strip displays as read-only.

Aumy Funding 5trip - [Read Only]
Fund Strip
IBB‘I 124B1222304111 BPRE12300937M W 3334B 9085 P04 10256 1934550678554 2334
Departmcnt Cade(2) |88 Fizzal vea(1) |-|
Appropriation3 azic Syrbal(4] |1 4R Limitation(4] |1 232
Proagran ear(1] |3 Operating Agency 2] IDA
Allotment S crial Mumber[4] |-| 118 Program E cmcnt[™ 1] IF'HE'I 2300997
Element of Rezource(4] |ng3 MOEP/S0DF(E) |3qgggg
Document Relerence Mumnber(14) |5pg4ggg5ﬁgg}45 Aczounting Processing Code(E] |555?g5
Fizcal Station MurmbedE] |5g2334
Select Template: Aoy -I ] | Close
['wearning: Applet window,

Figure 76: Army Funding Strip — (Read Only) Window
Option 1: By Funding Strip Search

& Purchase Request - PRO100 ;lglﬂ
File Line ltern

Dezcription Purchaze Reguest Mumber
Purchase | [suuiis JPRO100
REqUESt Reguizition Date DPAS Priority Rating | Priority
Jo7-Jun-z002 |2 f1

Main Forrn  Line lem | Cortracts | Add Data

Total Funding: |$1U.UUU-UU Contract Level Funding Mu:ure...l

* Valyes may be munded for disal3y guposes.

| Murnber | Description | Guantity | Unit af Izsue it Cost ‘ Tatal Cost * |

Total Cost: | 50.00

I.Java Applet \Window

Figure 77: Purchase Request - <Purchase Request Number> - Line Item Tab
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1. Click the[Mor €] button next to Contract L evel Funding.

The Contract Level Funding window opens.

& Contract Level Funding |

Contract Level Funding

Funding Strip Funded Atnaunt
21200 288088344855 366CCCCCCESETTISDESS9 11111111 11111 222222 325F 853 10,000.00

1| [+

e, Edlit... Delete Cloze |

|Java Applet Window

Figure 78: Contract Level Funding Window

2. Highlight the desired funding source and click the [Edit] button.

Note:  The PRweb user can also double-click on the funding source to open the highlighted
funding source.
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The Funding Sources window opens.

; Funding Sources

Figure 79: Funding Sources Window

3. Click the [Manage] button.
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The Funding Strip Search window opens.

Funding 5trip Search
Search Criteria: E Search By
* Code
ew... | i | (B I [Ielete | " User |D
Search | Selent | Cancel I Template:; IEIDl:Ial =
Code | Uszer [0
LI 3

|Warning: Applet wWindow

Figure 80: Army Funding Strip — Edit Window

4. Enter Search Criteria, and click the [Sear ch] button.

Note:  For more information regarding searches, refer to the * Search Function” section in
Chapter 2: PRweb Desktop.

5. Highlight the desired funding strip and click the [Edit] button.
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The Army Funding Strip — Edit window opens with the original funding information
displayed.

Note:  You may not edit afunding strip that is applied to either another PR or another funding
source on the same PR.

Army Funding Strip - Edit ﬂ

Fund Strip

217 20 28 A A A 544 RS5556COCCCCEEETTEEDESSSIT 11111111111 11 22222232 5F 553

Department Code(2) |21 “iscal Year(1) |2
LppropristionBasic Symbol(4) |Mw1 2 _imnitatior(4) |,a_,a_,a,,z,
Progratm veari |3 TipeErating Agenre T |4141
Allotrnernt Serial Murnber(4) IEISSS Srogratn Elemert(11) Issccccccsas
Element of Rezaurcerd) |??33 WDERISCODPIE] |DEgggg
Documert Reference Mumber(14) |1 1111111111111 Lccountihg Processing CodelB) |2222;2
Fiscal Station Mumber(5) I323F88 _ast Digil(1) |3
Szlect Template: ~Army VI Ok | Close

Java Appletwindow

Figure 81: Army Funding Strip — Edit Window

6. Make desired changes to the funding strip and click [OK] to return to the Funding Strip
Sear ch window.

7. Click the [Select] button to select the updated funding strip and return to the Funding
Sour ces window.

8. Click [OK] to return to the Contract L evel Funding window.
9. Click the [Closg] button to return to the Pur chase Request window.

10. From the menu, select File —» Save to update the funding information and save the PR.
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Option 2: By Funding Sources Window

£& purchase Request - PRO100

|
[o7-sun-2002

#
| |umber [vesoriton | quanity |unofissue]  untcost | Totacost | |

Figure 82: Purchase Request - <Purchase Request Number> - Line Item Tab

1. Click the[Mor €] button next to Contract L evel Funding.
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The Contract Level Funding window opens.

& Contract Level Funding

Contract Level Funding

Funding Strigp

99991111 1111111111

Funded Atnaunt

40,000.00

‘]

ey Edit... Delete

Cloze |

|Java Applet Wwindow

Figure 83: Contract Level Funding Window

2. Highlight the desired funding source and click the [Edit] button.
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The Funding Sources window opens.

& Funding Sources |

Funding Sources

Document Mumber |PRD1 oo

Total Estimated Cost: |$I:I.I:IEI

Fund Strip Ry I Ecit... Manage...l

21 2hiA0 2808 A ZAARSSSERCCCCCCESET FEEDESR99 1111111 1111111 22222 2325F 553
Funded Amovnt: |$1 0,000.00 Fund &CRM: I

Job Order ‘ Expiration Dete | Quartity | Funded Amount Add... |

Edlit...

Total Cuantity: IEI.III Total Amount:  |0.00 Delete |

Ok | Cancel |

I-_lava Applet WWindow

Figure 84: Funding Sources Window

3. From the Funding Sour ces window click the [Edit] button next to the Fund Strip field.
The Funding Strip — Edit window opens with the original funding information displayed.

Army Funding Strip - Edit |
Fund Strip
212N 28,08 034455036 CCCCCCEBETTEE0ETDTM 1111111111111 222222323F853
Departrent Code2) |21 “izcal Year(1) |2
SppropristionBasic Syrmbal(4) IW 2 _irnitatior(4) IAAA,{,
Propgrarm eari ) |3 Dperating Aoenre 2] |J1J1
Allotment Serial Murmber(4] IEISSS Srogram Element(i 1] IEECCCCCCBSE
Element of Resourcerd) |??33 WDEP/SCODPE]) |DEgggg
Documert Reference Mumber(14) |1 1111111111111 Aocountig Processing CodelB) IQQQQ;Q
Fiscal Station Mumber§) I323F33 _a=t Digi1) |3

Szlect Template:  Srimey b I Ok | Cloze

Jawa Applet window

Figure 85: Army Funding Strip — Edit Window
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4. Make desired changesto the funding strip and click [OK] to return to the Funding Sour ces
window.

5. Click [OK] to return to the Contract Level Funding window.
6. Click the[Closg] button to return to the Pur chase Request window.

7. From the menu, select File> Save to update the funding information and save the PR.

Deleting a Funding Strip

PRweb users can delete funding strips at the contract level. The System Administrator grants user
rights to manage funding information. If the user does not have these rights, funding information
isread-only.

& Purchase Request - PRO101 ;lglﬂ

File Line Iterm

Dezcription Purchaze Reguest Mumber
Purchase | |uniforms |PRO101
REqUESt Requisition Date DRAS Priority Rating | Priority
J24-Jun-2002 f3 E
Main Form ~ Line tem | Cortracts | Addl! Data |
Total Funding: |$1U.UUU-UU Contract Level Funding Mu:ure...l

* Valyes may be munded for disal3y guposes.

| Murnker | Description | Cuantity | Unit af lzzue Uit Cost ‘ Tatal Cost * |

Total Cost: |$0.00

IJava Applet \Window

Figure 86: Purchase Request - <Purchase Request Number> Window

1. Click the[Mor €] button next to Contract L evel Funding.
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The Contract Level Funding window opens.

& Contract Level Funding

Contract Level Funding

Funding Strigp

999911111111111112

Funded Atnaunt

40,000.00

ey Delete

Cloze |

|Java Applet Wwindow

Figure 87: Contract Level Funding Window

2. Highlight the desired funding source and click the [Edit] button.

AcquiLine PRweb v2.3 76
Functional User’s Guide

July 29, 2002



Chapter 4: Purchase Request

The Funding Sources window opens.

& Funding Sources il

Funding Sources

Document Mumber |PRD1 01

Total Estimated Cost: |$I:I.I:IEI

Fund Strip Ry I Ecit... Manage...l
|21 Zhihf 2 AN SRS SECTCCCCCEETTTTSEDEA0a M M1 11 1M1 2222007 FFF 7T 3

Funded Amovnt: |$1 0,000.00 Fund &CRM: I
Add... |

Edlit...

Total Cuantity: IEI.III Total Amount:  |0.00 Delete |

Ok | Cancel |

I-_lava Applet WWindow

Figure 88: Funding Sources Window

3. Click the[Manage] button.
The Funding Srip Search window opens.

4. Enter Search Criteria, and click the [Sear ch] button.

Note:  For more information regarding searches, refer to the “ Search Function” section in
Chapter 2: PRweb Desktop.
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Funding Strip Search x|
Search Criteria; IE = BRI 3
% Coge
ey . | Edit... | Copy... | Dielete " User ID
Search | Select | Cancel | Template: I.E-.rm\,f LI
Codle | =zer D

2120000 208 00 3AARESSEECCCCCCESE T 3EDEI299 1111 1111 1111 11 222222 323F883 FrEy
212000 208 00 R4 RESSCCCCCCCEST 7T EEDEI99T 111111111111 222222 3F 88883 Fray

21 2 200 A 0L S ES S 377 raabEI991 1111111111111 2 FEFFFFS T EY

1| [+

Java dpplet window

Figure 89: Funding Strip Search Window

5. Highlight the desired funding strip and click the [Delete] button.

Note:  You may not delete afunding strip that is applied to either another PR or another funding
source on the same PR.

6. Click the[Yes] button in the Confirmation window.
The Funding Strip Search window displays with the funding strip deleted from the table.

7. Click the [Cancel] button to return to the Funding Sour ces — New window.
8. Click [OK] to return to the Contract L evel Funding window.
9. Click the [Closg] button to return to the Pur chase Request window.

10. From the menu, select File —» Save to update the funding information and save the PR.
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Creating a Job Order

PRweb users can create job orders at the contract level. The System Administrator grants a user

rights to manage funding information. If the user does not have these rights, funding and job order
information is read-only.

& Purchase Request - PRO101 -0 x|
File Line ltem

Dezcription Purchaze Reguest Mumber
Purchase | |unitorms |PrRO101
Requeslt Requisition Date DPAS Priority Rating | Priority
J24-Jun-2002 E B
Main Form ~ Line ftem | Cortracts | Add!| Data |
Total Funding: |$|:|,|:||:| Contract Level Funding  Mew...

* Valyes may e munded for di o3y puvposes.

| |mber [vesorpton | quanity | unofisoue]  untcost | Totacoste | |

Total Cost:  |50.00

|Java Applet \Window

Figure 90: Purchase Request - <Purchase Request Number> Line Item Tab

1. Click the [New] button next to Contract L evel Funding.
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The Contract Level Funding window opens.

@ Contract Level Funding |

Contract Level Funding

Funding Strigp Funded Amount

1| [+

ey Edlit... Delete Cloze |

|Java Applet Wwindow

Figure91: Contract Level Funding Window

2. Click the [New] button.
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The Funding Sources — New window opens.

:t"_; Funding Sources - New

Figure 92: Funding Sources — New Window

3. Click the[Add] button next to the Job Order table.
The Attach Job Order — New window opens.

5;'_, Attach Job Order - New

Figure93: Attach Job Order — New Window

4. Click the [Select] button.
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The Job Order Number Search window opens.

Job Order Number Search

Search Criteria
IE [V Current Job Orders Only

'''''' N EW """""" | Search Select

Cancel

Job Order Mumber Funds Expiration Date

Java fpplet window

Figure 94: Job Order Number Search Window

5. Click the [New] button.

The Create New Job Order window opens.

& Create New Job Order x|

Job Order Mumbet: I

Fundz Expiration Date: I

Ok | Cancel

I-.lava Applet \Window

Figure 95. Create New Job Order Window

6. Enter anumber inthe Job Order Number field and an expiration date in the Funds

Expiration Datefield.

Note:  The funds expiration date can be entered manually or by using the Auto-Calendar feature.
For more information on the Auto-Calendar, refer to “ Auto-Calendar Feature” section in

Chapter 2: PRweb Desktop.

7. Click [OK] to return to the Job Order Number Sear ch window.

8. Double-click the new job order to return to the Attach Job Order window.

9. Click [OK] to return to the Funding Sour ces — New window.

The job order displaysin the Funding Sources— New window.
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10. Click [OK] to return to the Contract L evel Funding window.

11. From the menu, select File — Save to update the job order information and save the PR.

Attaching a Job Order

PRweb users can attach job orders at the contract level. The System Administrator grants a user
rights to manage funding information. If the user does not have these rights, funding and job order
information is read-only.

# purchase Request - PRO101 - =10 x|
File Line ltem

Dezcription Purchaze Reguest Mumber
Purchase | [uniforms |PRO101
Requesi: Requisition Date DPAS Priority Rating | Priarity
J24-Jun-z002 |3 |3
Main Form ~ Line tem | Cortracts | Adcf! Data |
Total Funding: |$|:|,|:||:| Contract Level Funding  Mew...

* Valyes may e munded for disol 3y guiposes.

| Murnber | Description | Guantity | Unit af Izsue it Cost ‘ Tatal Cost * |

Total Cost: | 50.00

|-_|ava Applet \Windaw

Figure 96: Purchase Request - <Purchase Request Number> Line ltem Tab

1. Click the[New] button next to Contract L evel Funding.
The Contract Level Funding window opens.

2. Click the [New] button.
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The Funding Sources — New window opens.

& Funding Sources - New |

Funding Sources

Dacument Mumber |PRD1 m

Tatal Estitnated Cost: |$EI.EIEI

Fund Strip Ple ... Edit... I Manage...l

Funded Amaurt: ISﬁD.DD Fund LCRM: I

Jok Order | Expiration Date ‘ Quartity | Funded Amourt Add... |

Ediit...

Tatal Guantity: I Total Amourt: I Dielete |

O | Cancel |
Java Applet Window
Figure 97: Funding Sources — New Window
3. Click the [Add] button next to the Job Order table.
The Attach Job Order — New window opens.
Attach Job Order - New

Jaob Order: I

Funded Amaunt: — |0.00000

Funded Quantity: IN;".-’-‘-.

k. Caricel

|Warning: Applet Windaw

Figure 98: Attach Job Order — New Window

4. Click the [Select] button.
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The Job Order Number Search window opens.

Job Order Mumber Search x|
Seatch Criteria
IE [V Current Job Orders Only
'''''' Mew... | Search Select Cancel
Job Order Mumber Funds Expiration Date
Java fpplet window

Figure 99: Job Order Number Search Window

5. Enter Search Criteria, and click the [Sear ch] button.

The search results display.

Job Order Mumber Search x|

Search Criteria

IE [V Current Job Orders Only
e | Search Select Cancel I
Job Order Mumber Funds Expiration Date j
PSR 28-Jun-2003
PlJJOM 18-Jun-2004

10-Feh-2013

01 -Sep-2003

30-Zep-2002

MO0123 12-Mary-2009
MMAPOO0T 12-Mary-2201
MAPOO0T 11 =My -2201
kjlzkil 27-Jun-2002 =
1 [+
Java fpplet window

Figure 100: Job Order Number Search Window

6. Highlight the desired job order number and click the [Select] button.
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The Attach Job Order - New window opens.

& Attach Job Order - New

Joh Order: [RITEEEEES

Funded &mourt:  [0.00000

Funded Guartity: |Nm

Ok Cancel

Java dpplet wWindow

Figure 101: Attach Job Order — New Window

7. Click [OK] to return to the Funding Sour ces - New window.

8. Click [OK] to return to the Contract L evel Funding window.

9. From the menu, select File — Save to update the job order information and save the PR.
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Editing a Job Order

PRweb users can edit job orders at the contract level. The System Administrator grants a user
rights to manage funding information. If the user does not have these rights, funding and job order
information is read-only.

& Purchase Request - PRO101 ;Iglll
File Line ltem

Dezcription Purchaze Request Mumber
Purchase | [uniforms |PROT01
Requeslt Requisition Date DPAS Priority Rating | Priarity
|24-Jun-2002 E E
Main Form  Line ftem | Cu:untradsl Add| Data
Total Funding: |$1D,EIEID.EID Contract Level Funding Mu:ure...l

* Malyes way pe munded fordisolay puposes.

Murnber Dezcription Unit Cost

40.00

Unit of lzsue Total Cost *

F10 000.00

o009

Unifarm Shirt

Total Cost: | §10,000.00

|Java Applet Window

Figure102: Purchase Request - <Purchase Request Number> Line ltem Tab

1. Click the[Mor €] button next to Contract L evel Funding.
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The Contract Level Funding window opens.

& Contract Level Funding |

Contract Level Funding

Funding Strip Funded Amaunt
21 200 28,0 00 3AARSCEERCCCCCCERETFBE0E29 1111111111111 222222325F 883 10,000,000

1| [+

ey Edit... DelEte Cloze |

|Java Applet window

Figure103: Contract Level Funding Window

2. Highlight an existing funding source and click the [Edit] button.
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The Funding Sources window opens.

& Funding Sources il

Funding Sources

Document Mumber |PRD1 01
Total Extimated Cost: |$1 0,000.00

Fund Strip Ry I Ecit... Manage...l
|21 Zhhf 28 A0 B4 ARSSEERCCCCCCESETTES0ESA0R 111111 111111 1 222222 323F 853

Funded Amovnt: ID.DD Fund &CRM: I

W AD0SE995 01-Sep-2003

Edlit...

Total Cuantity: IEI.III Total Amount:  |0.00 Delete |

Ok | Cancel |

I-_lava Applet WWindow

Figure 104: Funding Sources Window

3. Highlight the desired job order and click the [Edit] button next to the Job Order table.
The Attach Job Order - <Job Order Name> window opens.

& Attach Job Order - MW0O0D38993

Job Order: |Mmm1:|38993

Funded Amaourt: ||:|.|:u:|

Funded Guartity: |Nm

Ok Cancel

I-.lava Applet tindow

Figure 105 Attach Job Order - <Job Order Name> Window

4. Click the [Select] button.
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The Job Order Number Search window opens.

Job Order Mumber Search x|
Seatch Criteria
IE [V Current Job Orders Only
e | Search Select Cancel
Job Order Mumber Funds Expiration Date

Java fpplet window

Figure 106: Job Order Number Search Window

5. Enter Search Criteria, and click the [Sear ch] button.

6. Highlight ajob order number and click the [Select] button.

The Attach Job Order - <Job Order Name> window opens with the new job order
number displayed in the Job Order field.

& Attach Job Order - MW00D88993

Jok Order: |coneaars

Funded Amourt.  |0.00

Funded Quartity: |Nm

Ok Cancel

Java Applet Window

Figure 107: Attach Job Order - <Job Order Name> Window

7. Click [OK] to return to the Funding Sour ces window.
8. Click [OK] to return to the Contract Level Funding window.

9. From the menu, select File — Save to update the job order information and save the PR.
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Deleting a Job Order

PRweb users can delete job orders at the contract level. The System Administrator grants a user
rights to manage funding information. If the user does not have these rights, funding and job order

information is read-only.

=13l x|

& Purchase Request - PRO101
File Line ltem

Purchaze Reguest Mumber

Dezcription
JPra101

Purchase | [unioms

Requeslt Requisition Date
J24-Jun-2002

DPAS Priority Rating | Priority
|2 E

Main Forrn  Line lem | Cn:urdran:tsl Add| Data

Contract Level Funding  More... |

* Valyes may e munded for di o3y puvposes.
Unit Cozt Tatal Cost *

40.00 0 000.00

Total Funding: |$1 0,000.00

Unit of lssue

Description
Unifarm Shirt 250.0

Murmber

nn[nj|

JREE F10 000.00

Total Cost:  |$10,000.00

|Java Applet \Window
Figure 108: Purchase Request - <Purchase Request Number> Line ltem Tab

1. Click the[Mor €] button next to Contract L evel Funding.
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The Contract Level Funding window opens.

& Contract Level Funding

Contract Level Funding

Funding Strip

9911111111111111

Funded Atmount
4.0 000,00

‘]

ey Edit... Delete

Cloze |

|Java Applet window

Figure109: Contract Level Funding Window

2. Highlight an existing funding source and click the [Edit] button.
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The Funding Sources window opens.

& Funding Sources |

Funding Sources

Dacument Mumber |PRD1 m
Total Estimated Cost: |$1 0,000.00

Fund Strip Ple ... Ediit... I Manage...l

21 2Wh 28,000 34 4B5556ECCCCCCERETTEEDES999 1111111111111 222222323F883
Funded Amaurt: ID.DD Fund LCRM: I

Jok Order Expiration Date Quartity Funded Amourt Add...

PSR 28-Jun-2003

Eciit...

Tatal Cuantity: ID.EI Total Amount; (000 Delete |

Ok | Cancel |

Java Applet Window

Figure 110: Funding Sources Window

3. Highlight the job order and click the [Delete] button next to the Job Order table.

4. Click the[Yeg] button in the Confirmation window.

The Funding Sources window displays with the job order deleted from the table.
5. Click [OK] to return to the Contract L evel Funding window.

6. From the menu, select File — Save to update the job order information and save the PR.
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Contracts Tab

The Contracts tab of the PR allows the PRweb user to designate Suggested Contract
Information, a Contract Number, and a Suggested Preference Program.

& Purchase Request - Mew -0l x|

File Line [termn

Description Purchaze Request Mumber
Purchase |
REqUESt Requisition Date DPAS Priority Rating | Priority
| 28-Jun-z002 | |

hsin Fu:urml Ling tem Contracts | Acid| Data

Suggested Contract Infarmatiar

O Delivery Order ™ Modification

Contract Mumber Select...l

Suggested Preference Program
IND Preference § Mot Listed LI

I.Ja\-'a Applet wWindow

Figure 111: Purchase Request — New — Contract Tab

1. Select the appropriate Suggested Contract I nformation radio button.
The Suggested Contract I nformation radio buttons enable the PRweb user to suggest either
aDéelivery Order or Modification for the requirement.

2. Click the [Select] button next to the Contract Number field.

The Contract Number search field allows the PRweb user to select an existing contract in
PD? and associate it with the PR. The Contract Number search field pullsall contracts
available in the PD? database that meet the PRweb user’s search criteria.
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The Attachment Search window opens.

Attachment Search L x|
Search Critetia Documert Type
IE ICDnstruu:tiu:un Corntract Aweard ;I
Search By
Search I Select | Cancel | % Document Mumber " Document Title
Document Mumber | Document Title

Java Applet Window

Figure112: Attachment Search Window

3. Select the appropriate contract type from the Document Type drop-down list box.

4. Enter Search Criteria, and click the [Sear ch] button.

Note:  For more information on searches, refer to “ Search Function” section in Chapter 2:
PRweb Desktop.

5. Highlight the desired Document Number for the contract.

6. Click the [Select] button.
The Contracts tab displays with the selected contract in the Contract Number field.

7. Select the desired preference program from the Suggested Pr efer ence Program drop-down
list box.
The Suggested Preference Program drop-down list box allows the PRweb user to designate
the desired Preference Program for the requirement.

8. Click the desired Preference Program.
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Add’l Data Tab

The Add’| Data tab allows the PRweb user to add any Additional Point of Contact (POC)

Infor mation and Security Clearance Requirements. The user can also view any Contracting
Officer Notes (KO Notes).

& Purchase Request - New

_(of x|
File Line ltem

Description Purchaze Request Mumber
Purchase

Request

DPAS Priority Rating | Priority

Requisition Date
| 28-Jun-z002

hain Form | Line tem | Cortracts  Add’l Data |

Additional Point of Cortact (POC) Information Select... | Security Clearance Reguired

il ' Unclazsified " Secret
- " Confidential i~ Top Secret
K b
WO Motes
B
id

|Ja\-'a Applet wWindow

Figure 113: Purchase Request —New — Add’'| Data Tab

1. Click the [Select] button next to the Additional Point of Contact (POC) Information field.

The Additional Point of Contact (POC) Information field allows the PRweb user to include
one additional POC on the PR. The POC information is pulled from the PD? database.
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The Contact Search window opens.

Contact Search

Search Criteria Search By

IE ¥ Code ™ Organization Marme

" Contact Mame  © Phone Mumber
Search I Selewt | Cancel | £ State £ Zip Code
Contact | Code | Crganization | City | State | Zip Code Ph

LI 5

|Warning: Applet \Window

Figure 114: Contact Search Window

2. Enter Search Criteria, and click the [Sear ch] button.

Note:  For more information on searches, refer to “ Search Function” section in Chapter 2:
PRweb Desktop.

3. Highlight the desired contact.

4. Click the [Select] button.
The Add'l. Datatab displays the selected contact in the Additional Point of Contact
(POC) Information field. The[Select] button is now a [ Remove] button.

5. Select the appropriate Security Clearance Required radio button.

The Security Clearance Required radio buttons enable the PRweb user to add additional
security information for the requirement.

Note: TheKO Notesfield is provided for the Contracting Officer (KO) to input any additional
requirement information in PD?. If the PR is returned to the PRweb user, the KO notes
aredisplayed in thefield. In PRweb, thisfield is read-only.

Saving a Purchase Request

The Save menu option allows the PRweb user to save all changes made to the PR. Upon
completing a PR, the PRweb user must save the PR information. If the PR is updated with new
information, the PR must also be saved. To save aPR, select File > Save from the menu.

Note:  Updating and saving are two separate functions. A PR that has been updated with
information needs to be saved in order to save the PR in its updated status.
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Closing a Purchase Request
The Close menu option allows the PRweb user to close the PR.
Toclosethe PR:
1. From the menu, select File > Exit.
2. Click the[Yesg] button in the Save Confirmation window if the PR information needs to be

saved. Click the [No] button in the Save Confirmation window if the PR information does
not need to be saved.

Note:  If aPR has been updated with new information, it is necessary to save the PR before
closingit.

Editing a Purchase Request

PRweb users can open PRs for viewing from the Drafts, Inbox, Outbox and Archives folders.
Open PRs contained in the Drafts, Inbox or Outbox folders may also be edited.

ToopenaPR:

1. From the desktop, click the plus symbol (+) next to the desired folder (e.g., Drafts, Inbox,
Outbox, or Archive).

2. Highlight the PR.
3. From the menu, select Purchase Request = Open, or double-click the highlighted PR.

4. Edit or view the PR as necessary.

Note:  For more information refer to Creating a New Purchase Request in this chapter.

Copying a Purchase Request

PRweb users can copy an existing PR that residesin any of the desktop folders. The ability to copy
PRsis avaluable tool that can reduce the creation time for a PR by eliminating repetitive data
entry. Using the Copy feature resultsin creating a copy of the entire PR including line items, and
funding. Funding that is not available to the specific user is not copied and the user is notified of
thisin aWar ning window.

Note:  PRweb users can also copy PR Mods. However, the copied PR Mod displaysin a
Pur chase Request — New window.
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i PRweb M[=] E3

Help

File Preferences

Few. ..

Opet...

YWYiews Surnmary. .

Delete

PR Statuz Report...
Standard Feports. ..

Renumber...

Foute...

GRETOYE..

Yiew Approval Histary. .

I acquzer]

|Warning: Applet \Window

Figure 115: Purchase Request Copy Menu Option

1. From the PRweb user’s desktop, highlight the desired PR to be copied.

2. From the menu, select Purchase Request > Copy.
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The Purchase Request - New window opens.

& Purchase Request - New -0l =]

File Line ltem

Purchaze Request Mumber

DPAS Priotity Rating | Priority

Description
Purchase ICDp‘:,-' of test123|

Request

Requistion Date
| 28-Jun-2002

Main Form | Line ltem | Contracts | Lod'| Data |

Requesting Office Select...l Type of Action

WAl TER REED ARMY MEDICAL CEMTER | | * Small Purchaze £ GrantsiZoops Agreement
DIRECTORATE OF CONTRACTING ™ Competed Contract ™ Zealed Bid

ATTH: HSHL-ZC, BUILDING T-20 _l;l " Mon-Competed Cortract ¢ FSSGSA Schedule

il . ™ Manufacturer Sole Source © Commercial

lssuing Office Delete | | Delivery Order " MIB / MISH /FPI

NALTER REED ARMY MEDICAL CENTER ] || 125K Order

DIRECTORATE OF CONTRACTIMNG

ATTM: HEHL-Z, BUILDING T-20 ||| =2mnEms
Kl - g
Suggested Yendor(z) Aidd. .

Jid

|Java Applet wWindow

Figure 116: Purchase Request — New —Main Form Tab
3. Enter anew description for the PR in the Description field, if necessary.
The Description field automatically populates with the description “Copy of <Description>.”
4. Enter aunigue number in the Purchase Request Number field.

5. The user can make any necessary changesto the PR and associated line items, attachments,
and funding before saving the PR.

6. From the menu, select File > Save to save the PR Copy.
The copied PR display in the Drafts Folder.

Note:  Any information contained on the original PR that is PD-specific datais not copied onto
the new PR.
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Copying a PR Mod

PRweb users can copy an existing PR Mod. Thisthat residesin any of the desktop folders. The
ability to copy PRsisavaluabletool that can reduce the creation time for a PR by eliminating
repetitive data entry. Using the Copy feature results in creating a copy of the entire PR including
line items, and funding. Funding that is not available to the specific user is not copied and the user
isnotified of thisin aWarning window.

i PRweb M [=] E3

File Preferences QgiisEEN=RIE Help

T ] Mew. ..

» Open...

b ] b _p

______ (2 Outbax Wiews Summary. .

B Dackive I

Delete

FR Statuz Report...
Standard Feports. ..

Renurnber...

Foute...

SRETOYE..

Yiew Approval Histary. .

I acquzer]

|Warning: Applet \Window

Figure 117: Purchase Request Copy Menu Option

1. From the PRweb user’s desktop, highlight the desired PR Mod to be copied.

2. From the menu, select Purchase Request > Copy.
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The Purchase Request - New window opens.

& Purchase Request - New -0l =]

File Line ltem

Purchaze Request Mumber

DPAS Priotity Rating | Priority

Description
Purchase ICDp‘:,-' of test123|

Request

Requistion Date
| 28-Jun-2002

Main Form | Line ltem | Contracts | Lod'| Data |

Requesting Office Select...l Type of Action

WAl TER REED ARMY MEDICAL CEMTER | | * Small Purchaze £ GrantsiZoops Agreement
DIRECTORATE OF CONTRACTING ™ Competed Contract ™ Zealed Bid

ATTH: HSHL-ZC, BUILDING T-20 _l;l " Mon-Competed Cortract ¢ FSSGSA Schedule

il . ™ Manufacturer Sole Source © Commercial

lssuing Office Delete | | Delivery Order " MIB / MISH /FPI

NALTER REED ARMY MEDICAL CENTER ] || 125K Order

DIRECTORATE OF CONTRACTIMNG

ATTM: HEHL-Z, BUILDING T-20 ||| =2mnEms
Kl - g
Suggested Yendor(z) Aidd. .

Jid

|Java Applet wWindow

Figure 118: Purchase Request — New —Main Form Tab
3. Enter anew description for the PR in the Description field, if necessary.
The Description field automatically populates with the description “Copy of <Description>.”
4. Enter aunigue number in the Purchase Request Number field.

6. The user can make any necessary changesto the PR and associated line items, attachments,
and funding before saving the PR.

7. From the menu, select File > Save to save the PR Copy.
The copied PR display in the Drafts Folder.

Note:  Any information contained on the original PR that is PD-specific datais not copied onto
the new PR.
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Deleting a Purchase Request
The Delete feature allows the PRweb user to delete existing PR and PR Mods that reside in the
user’s Drafts or Outbox folders. The user cannot delete a document that is in the Inbox or Archive
folders. Deleting a PR or PR Mod removes the document from the user’ s desktop and the PRweb
database. The PR Number isthen available for future use.
To deleteaPR or PR Mod:
1. From the PRweb user’s desktop, highlight the desired PR or PR Mod to be deleted.

2. From the menu, select Purchase Request > Delete.

A Confirmation window appears to confirm the command to delete the document.

3. Click the[Yes] button.

Renumbering a Purchase Request

PRweb users can renumber a PR after it has been saved. A PR that resides in the Drafts, Inbox, or
Outbox can be renumbered.

1. From the PRweb user’s desktop, highlight the desired PR.

2. From the menu, select Purchase Request > Renumber.

The PR Renumber window opens.

PR Renumber E

Current PR Murnber: |1 AT rain
Mew PR Humber: I

(] 4 Cancel

|'W'arning: Applet \window

Figure 119: PR Renumber Window

3. Enter the new PR number in the New PR Number field.

4. Click [OK] to save the new number.
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View Summary
PRweb users can view and print a synopsis of the PR information.
1. Fromthe user’s desktop, highlight a PR.

2. From the menu, select Purchase Request > View Summary.

The Purchase Request Summary View window opens.

Purchase RBequest Summary Yiew E3

Description: Trainirg =
Mumber: Trainl23

Requisition Date: 25-Apr-2001

DPAS Priority R ating:

Priority:

Type of Action: Small Purchaze

Comments: [

Requesting Office:
DIRECTORATE OF PEMIMNSULA CONTRACTING, ATTM: ATZF-DPCIBUILDIMNG 27461 HARRISON LOOP,
FORT EUSTIS, VA 23604-52933

Issuing Office:

IJSPFO FOR PUERTO RICO, P.O. BOX 3736, SAN JUAN,, PR 00304-3736

Suggested YVendors:

FAIRCHILD SP & DEF CORFP

Suggested Contract Information:  Delivery Order
Contract Number: DUAKF36-01-C-000

1] - _

Print HTML Report | {

|'W'aming: Applet Window

Figure 120: Purchase Request Summary View Window
3. Click the[Print HTML Report] button.
A new Web browser window opens.

4. From the menu, select File > Print.
The PR printsto the machine's default printer.

5. From the Web browser window menu, select File > Close.

The Web browser window closes.

6. Click the[Close] button in the Pur chase Request Summary View window.
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Chapter 5: PR Modifications

PRweb allows the PRweb user to creaste a PR
Modification by highlighting the archived PR. The PR
Modification (PR Mod) contains the contract and line
item level information from the archived base PR. The
PR Mod featureis similar to the PR feature. PRweb
allows the requesting agent to create, route, approve, and
submit the PR Mod to the Contracting Office.

In order for a PR Mod to be created from a PR, following
criteriamust be met:

The PR has been approved in PD?
A PR Mod has not been created in PD? off the PR

In This Chapter...

Using the PR Modifications
functions described in this chapter,
you can:

e CreateaPR Madification
e Manage aPR Modification
e Renumber a PR Modification

An unapproved/unreleased PR Mod does not exist in PD?
A PR Mod for the selected PR is not in progress in PRweb

Note: If anew PR Mod is being created from an existing PR Mod that was created in PRweb,
the existing PR Mod must be approved and released in PD?.

The PR Mod that is created in PRweb will contain all the conform information that existsin PD?
for the base document. Attachments that have been generated with the base document will be
attached to the resulting PR Mod. However, the DD254 that was added to the base document is

not carried over to the PR Mod that is created in PRweb.

Creating a PR Modification

To create anew Purchase Request M odification:
1. Highlight the desired PR in the Archive folder.

2. From the menu, select Purchase Request > New - PR Modification.
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=10l x|

File  Preferences Transfer Help

Ela Eiai P Farm....
D E.:?QADDSS-[ CIpE.... PR Modification...
|:| Outho Wiesne Summary...
Ela F«:ru:hive Copy...

----- [

PR-Test1 ~ DEIEte

[E]
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_____ E QAO032 ¢ Lz Report...
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Figure121: New PR Modification Menu Option

3. Enter the PR Modification extension number in the Select M odification Number window.

& Select Modification Number x|

Prewvious PR Mumber IF‘H Test2

Mewe PR Mumber: IF'H Test?- ||:||:n:|1

Ok | Cancel

Java Applet Window

Figure 122: Select Modification Number Window

Note:  ThePrevious PR Number field isread-only. The PR Modification number consists of
the Previous PR Number and afour digit PR Modification extension number. The
extension number defaults to the next available number, however the PRweb user is able
to edit the extension number.

4. Click the [OK] button to create a new PR Modification.
The PR Modification displays.
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{ PR Mod - PR Test2-0001 =10l x|

File Line Item

Drezcription Purchaze Request Mumber
Purchase | [Fr tod JPR Test2-0001
RequeSt R equizition D ate DPAS Priority Rating | Priority
J29-May-2002 E B

Main Form | Line ftem | Contracts | Aol Deta |

Requesting Office Selec:t...l Type of Action
MewAL SURFACE WARFARE CENTER (% Small Purchaze " Girants/Coops Agreement
CRAME DIVISION ™ Competed Contract ™ Sealed Bid
300 Hiw 361 -~
Mon-Competed Contract € FS5/G54 Schedule

CRAME, IM 47522

™ Manufacturer Sole Source { Commercial
I ssuing Office Delete I " Delivery Order " MIB 4 MISH / FPI

™ Tazk Order

/A TER REED ARMY MEDICAL CENTER «

DIRECTORATE OF COMTRACTING C t

ATTH: HSHL-ZC, BUILDING T-20 omments
|

40T FLmEE

1] k
Suggested Yendor[z] Add.. |

Warning: Applet Window

Figure 123: PR Mod - <PR Modification Number> Window

The PR Mod Header displays at the top of the PR Mod window and is visible from every tab of the
PR Mod window.

PR Mod - PR Test2-0001 =10l x|

Fil=  Line Item

Dezcription Purchaze Request Mumber
Purchase  [Fr Mod PR Testz0001
RequeSt Requizition 0 ate DF&S Priority Rating | Priority
J25-May-2002 E B

Figure 124: New PR Madification Header

5. Enter adescription in the Description field.

Note:  The PR Modification defaults the description to display “PR Mod”. However, the
PRweb user is able to edit the description.

The description allows the PRweb user to assign a descriptive reference of up to 60
characters. Thisfield isrequired to save aPR.

6. The Purchase Request Number field isread-only and displays the PR Modification Number
previously selected.
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7. Enter the Defense Priority Allocation System (DPAS) Priority Rating in the DPAS Priority
Rating field.

Thisfield holds up to 30 characters.

8. Enter the appropriate priority number in the Priority field.
Thisfield holds any number between 1 and 15.

Managing a PR Modification
The PRweb user is able to edit, view, copy, approve, and route PR Mods. Managing aPR Mod is

similar to managing PRs. For more information on managing a PR, refer to Chapter 4: Purchase
Request. For more information on routing a PR Mod, refer to Chapter 9: Workflow.

Renumbering a PR Modification
PRweb users can renumber a PR Mod after it has been saved. A PR Mod that residesin the
Drafts, Inbox, or Outbox folders can be renumbered. PR Mods that are in the Archive folder
cannot be renumbered.

1. From the PRweb user’s desktop, highlight the desired PR.

2. From the menu, select Purchase Request > Renumber.

The PR Renumber window opens.

& PR Renumber EI

Current PR Mumbet: IF'R Test2-0001

Fewe PR Mumbet: IF'R Testa- |

Ol | Cancel

Jawva spplet Window

Figure 125: PR Renumber Window

3. Enter the new PR Modification extension number in the New PR Number field.

4. Click [OK] to save the new number.
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Chapter 6: Line Item

Creating a Line Item In This Chapter...
Using the Line Item Detail functions

1. Fromthe menu, select Lineltem > New 2> described in this chapter, you can;

CLIN.
The Line Item Detail — New window opens e Createalineltem
with the Detail tab displayed. e Manage Funding Sources

The Line Item Detail header displaysat thetop [ © M anede Funding Strips

of the Line Item form and is visible from every e Manage Job Orders
tab of the Line Item Detail window. e CreateaSubCLIN

i Line Item Detail - New -0l |

File Funding

Line Item Detail Murnber Description
(T |

Detail | Description | Funding | Shifping | Local Infa

NSH: | Select... |
Delivery Date: éw: (| | =) =)
Start Date End Date
Period of Performance: %”F:l éﬂlﬂ
CLIM Type: * Priced ¢ |nfa Orily
Estended Description:
[luantity E ztimated Lnit Price E ztimated Line Item Cost
Itermn Calculation: | X | = |
Period: " Option % Base Opt. #: Unit of lssue
MILSTRIP: | | =1

|'-.-'-.-'arning: Applet Window

Figure 126: Lineltem Detail —New - Detail Tab
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2. Enter adescription in the Description field.

The Description field for the line item holds up to 65 characters.

Detail Tab
The Detail tab allows the PRweb user to provide information pertaining to the NSN, Delivery
Date, or Period of Performance, aswell asCLIN Type, Extended Description, Quantity,
Estimated Unit Price, Period, Option Number (if applicable), MIL STRIP, and Unit of | ssue.
_iBi x|
File Funding
Line ltem Detail M urmber Dezcription
{loo |
Detail | Descrigtion | Funing | Shipping | Locsl Info |
MHSH; I Select... |
Dielivery Date: I ':w: (] | =) =)
Start D ate End Date
Peniod of Performance: I %.,,:I I Ewl‘
CLIM Type: & Priced ¢ |nin Only
Extended Descrption:
[luantity E ztimated Unit Price Eztimated Line ltem Cost
Itern Calculation: | x I = I
Period: (" Option " Base Opt. #: I Urit of |zsue
MILS TRIP: | | —
|'-.-'-.-'arning: Applet Window
Figure127: Lineltem Detail - New — Detail Tab
1. Toassociate an NSN with the line item, click the [Select] button next to the NSN field.
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The NSN Search window opens.

sNsearch x|
Search Criteria
Search By
' NSH
™ Description

B

Search Results:

M5 Dezcription Unit of lzzue | War Oty + | War Oy - | BM/SS |

Search Select Cancel

Miarning: Applet Window

Figure 128: NSN Search Window

2. Enter Search Criteria, and click the [Sear ch] button.

Note:  For more information on searches, refer to “ Search Function” section in Chapter 2:
PRweb Desktop.

3. Highlight the desired NSN.

4. Click the [Select] button.

The selected NSN automatically populate the following fields with information from PD
NSN, Description, Extended Description, Unit of I1ssue, Var in Qty +, Var in Qty —, and
Brand Name/Sole Source.

Note:  If noinformation existsin PD? for Variation in Quantity(+),Variation Quantity (-)%, or
Brand Name/Sole Source, then the search shall display these fields as blank.

5. Theremust be aDelivery Date or Period of Performance entered in order to save the line
item.
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Note:  If the Priced radio button is selected, a Delivery Date or Period of Performanceis
required. If the Info Only radio button is selected, the Delivery Date or Period of
Performanceis not required.

a. If thelineitem requires a specific delivery date, enter it in the Delivery Datefield
manually or use the Auto-Calendar feature.

b. If thelineitem requiresan ADC or AFATA ddlivery date, select the appropriate units of
time from the drop-down list box to the right of the Delivery Date field and enter the
numeric value in the field on the | eft.

c. If thelineitem requires a Period of Performance, enter it in the Start Date and End Date
fields manually in the Period of Performancefield, or use the Auto-Calendar feature.

Note:  Only one date type can be entered, a Delivery Date or aPeriod of Performance date.

6. If aPD?user adds multiple delivery information to a PR and return routes that PR to PRweb,
PRweb will display a[Multiple Deliveries] button instead of the Delivery Date or the Period
of Performance fields. To see asummary of the multiple delivery information, click on the
[Multiple Deliveries] button. PRweb displays the multiple delivery informationin a
summary format that is read-only.

i Line Item Detail - 0001 =10] =]
File Funding

MHurnber Drezcrption

Line Item Detail
0001 |Chock wheel, Painted

Detail | Description | Funcing | Shipping | Local Infao

RSH: |'I 730-00-MIB-001E Select... |

kultiple Deliveries |

CLIM Type:  Friced  Info Only

Extended Deszcrption: | The chocks are made of finizhed, planed kilh-dried wood blocks.
There are two twpes of four options:

Cluantity E ztimated nit Frice E stimated Line |tem Cost
Item Calculation: [200.00 X [200.00 = |$40.000.00
Period: " Option % Baze Opt. #: Urit of |zsue
MILSTRIF: | |Each =

|Warning: Applet Window

Figure 129: Line Item Detail — 0001 — Detail Tab

AcquiLine PRweb v2.3 112 July 29, 2002
Functional User’s Guide



Chapter 6: Line Item

Multiple Delivery Detail - 0001 |
Delivery Date | Quantity | Ship To Address | uic
17-Jur2002  120.55 USPFO FORVIRGINIA DAHAS4

401 EAST FRAMKLIN STREET
RICHMOMND,, W& 23218-2317

12 hrs ADC 858.45 1 COMSICC F44600
T4 MEALY AVENLIE
SUITE 104
LAMGLEY AFB, VA 232665-2038

Warning: Applet window

Figure130: Multiple Delivery Detail - 0001

7. Enter amore detailed description of the line item, if necessary, in the Extended Description
field.

Thisfield holds up to 255 characters.
8. Enter aquantity in the Quantity field.

9. Enter an amount in the Estimated Unit Pricefield.

The PRweb module automatically calculates the line item cost out to five decimal places. The
user must include the quantity in order to save the line item.

Note: A dollar signis not required when entering the estimated cost of each unit.

10. Select the Option or Base Period radio button.

11. Enter the appropriate number of daysin the Opt #field, if it isan option period lineitem.

Thisfield holds up to four characters. The specified number of days representsthe period's
duration in days.

12. Enter the MILSTRIP information in the MIL STRIP field if necessary.
Thisfield holds up to 30 characters.

13. Select the appropriate unit of issue from the Unit of | ssue drop-down list box.
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Description Tab

The Description tab in the Line Item Detail window allows the PRweb user to further specify
details pertaining to the lineitem. The user can include the Manufacturer, Manufacturer Part
Number, Vendor Number, Product/Category Number, Drawing Number, Specification
Number, Serial Number, Piece Number, Model Number, Color, Size, SMIC, Positive
Variation in Quantity, Negative Variation in Quantity, Project Number, FSC code, SIC
code, Brand Name/Sole Sour ce and NAI CS code on this tab.

i Line Ttem Detail - 0001 O] x|

File Funding

M urnber Dezcription

{0001 |

Detail  Description | Fundingl Shippingl Local Infu:ul

Line ltem Detail

I anufacturer: Select |
M anufacturer Colar I

Part Murnber:

Werdor Murmber: Cize: I

Frod./Cat. Mumber; SMIC; |

|
|
|
|
Dirawing Mumber: I Var Oty + I_ Var Oty - I_
|
|
|
|

Spec. Humber: Froject: I

Senal Humber: F5C: I ;l

Fiece Mumber: SIC: | ;l

Model Number. Brand Mame/Sole Source Iﬁ
NAICS: | =

Warning: Applet Window

Figure131: Lineltem Detail — New — Description Tab

1. To associate amanufacturer with the line item, click the [ Select] button next to the
Manufacturer field.
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The Vendor Address Search window opens.

Yendor Address Search

Search Criteria Search By

E * Code ™ Phone Mumber

" Hame " Zip Code
Search | Selemt I Cancel | " State
Code | Crganization | Street | City | State| Zip I:::n:lel A

LI 5

|Warning: Applet Window

Figure 132: Vendor Address Search Window

2. Enter Search Criteria, and click the [Sear ch] button.

Note:  For more information on searches, refer to “ Search Function” section in Chapter 2:
PRweb Desktop.

3. Highlight the desired manufacturer.

4. Click the [Select] button.
The selected manufacturer displaysin the Manufacturer field in the Description Tab.

5. Enter the manufacturer number of the requirement in the Manufacturer Part Number field.
Thisfield holds up to 40 characters.

6. Enter the appropriate vendor number of the requirement in the Vendor Number field.
Thisfield holds up to 40 characters.

7. Enter the product/category number of the requirement in the Prod./Cat. Number field.
Thisfield holds up to 25 characters.

8. Enter the drawing number in the Drawing Number field.
Thisfield holds up to 25 characters.

9. Enter the specification number of the requirement in the Spec. Number field.
Thisfield holds up to 15 characters.

10. Enter the seria number of the requirement in the Serial Number field.
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11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

Thisfield holds up to 15 characters.

Enter the piece number of the requirement in the Piece Number field.
Thisfield holds up to ten characters.

Enter the model number of the requirement in the M odel Number field.
Thisfield holds up to ten characters.

Enter the color of the requirement in the Color field.
Thisfield holds up to 15 characters.

Enter the size of the requirement in the Sizefield.
Thisfield holds up to 30 characters.

Enter the Special Material Identification Code (SMIC) of the requirement in the SMIC field.
Thisfield holds up to two characters.

Enter the Positive Variation in Quantity of the requirement in the Var Qty + field.
Thisfield holds a number greater than zero and equal or less than 10 with up to 2 decimals.

Enter the Negative Variation in Quantity of the requirement in the Var Qty - field.
Thisfield holds a number greater than zero and equal or less than 10 with up to 2 decimals.

Enter the project number/description of the requirement in the Project field.

Thisfield holds up to ten characters.

Select the Federal Supply Classification (FSC) code from the FSC drop-down list box.
Select the Standard Industrial Classification (SIC) code from the SIC drop-down list box.
Select the Brand Name/Sole Source from the Brand Name/Sole Sour ce drop-down list box.

Select the North American Industry Classification Standards (NAICS) code from the NAICS
drop-down list box.

AcquiLine PRweb v2.3

116 July 29, 2002

Functional User’s Guide



Chapter 6: Line Item

Funding Tab

The PRweb module provides the ability to add funding at the line item level or assign contract
level funding. For more information on contract level funding, refer to Chapter 4: Purchase
Request. The user can add line item level funding from within the Line Item Detail window. The
Funding tab displays line item funding information. The cumulative amount of funding
automatically displays on the Line Itemtab of the PR. The System Administrator grants user
rights to manage funding information. If the user does not have these rights, funding information
isread-only.

& Line Item Detail - New 3 =10] ]
LiToL retail
= [elete..

Detaill Description Funding | Shippingl Local Info

Funding Strigp Funded &

Murmker Description
oao1 | Tool Box and Kt

Java applet \Window

Figure 133: Lineltem Detail - New — Funding Tab
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Creating a New Funding Source

PRweb users can create funding sources at the contract level. The System Administrator grants
user rights to manage funding information. If the user does not have these rights, funding
information is read-only.

1. Fromthe menu, select Funding — New.
The Funding Sources— New window opens with the funding header displayed at the top.

The funding header includes the Number, Description, and the Total Estimated Cost of the
lineitem. The data contained in thesefieldsis retrieved from the Detail tab.

& Funding Sources - New |

Funding Sources

Mutmber: |E||:||:|1 Description: |T.3.:.| Box and Kit
Total Estimated Cost: |$EI,5I:ID.I:ID
Fund Strip Cigae] et | Manage.
Funded Amount: |$9,SDD.DD Fund ACRM: I
Job Order ‘ Expiration Date | Quantity | Funded Amourt Add... |
Ediit...

Total Euantity: | Tatal &mourt: | Dilete |

(0.4 | Cancel |
|Ja\-'a Applet Window
Figure 134: Funding Sources— New Window
2. Tosearchfor an existing funding strip, click the [M anage] button.
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The Funding Strip Search window opens.

Funding Strip Search
Search Criteria: Ij*q Search By
% Code
Mew... | Edlifi.. | [Sami.. I [ElEte | " User |D
Search | Selent | Cancel | Template: |I3I|:|I:-a| =
Code | Uzer D
D 3
|'W'arning: Applet Wwindow
Figure 135: Funding Strip Search Window
3. Select the appropriate template from the Template drop-down list box.
Note:  Selecting “Global” in the Template drop-down list box searches across all templates.
4. Enter Search Criteria, and click the [Sear ch] button.
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The search results display.

Funding Strip Search x|
Search Criteria; IE Search By
' Code
M. .. | Ecit... | Copy... | Delete i~ User D
Search I Select I Cancel I Template: I.ﬂ.rmy j
Code =er D

21 WA 2480, 4 344 BES BEDEQ29S111111111111112 3 ity

1| [+

Java Applet WwWindow

Figure 136: Funding Strip Search Window

Note:  Only funding strips that have been created by the user or released by the PD? System
Administrator are displayed.

5. If thedesired funding strip is not found, skip to step 8. If it isfound, continue with step 6.
6. Highlight the desired funding strip and click the [Select] button.

7. Skipto step 13.

Note:  For more information on searches, refer to “ Search Function” section in Chapter 2:
PRweb Desktop.

8. If thefunding strip is not found, click the [New] button.
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The <Default Template> Funding Strip — New window opens.

Army Funding Strip - New |

Fund Strip

Department Code(2)

Sizcal Year(1)

ApprogrigtioniBasic Symbol(4) _imitatior(4)

Propgrarm Year(l ) Dperating Agenre( 2

Allotrnernt Serial Murnber(4) Srogratn Elemert(11)

Elemert of Resource(4) DERSCDPIR)

Documert Reference Mumber(14) Lccountihg Processing CodelB)

Fizcal Station Mumber ()

Szlect Template: Armey hd I Ok | Cloze

Java Appletwindow

_at Digil(1)

Figure137: Army Funding Strip - New Window

Note:  The default funding strip template set by the System Administrator displays. If the
System Administrator has not selected a default template, you cannot continue.

9. To changeto an alternate template, select another template from the Select Template drop-
down list box.

10. Enter the funding strip information in the appropriate fields.

Note:  Each field must either be filled out completely or left blank.

11. Click [OK].
The funding strip displays on the list of available funding stripsin the Funding Strip
Search window.

12. Highlight the new funding strip and click the [ Select] button to select the new funding strip.

13. Enter the appropriate fund amount in the Funded Amount field.

The Funded Amount field allows the PRweb user to enter the desired dollar amount to
correspond with the selected funding strip. (It isnot required to enter adollar sign.)

Note: The Funded Amount defaults to the total cost of the line item.

14. Enter an ACRN in the Fund ACRN.

The Fund ACRN field allows usersto enter ACRN information in the Funding Sour ce
window. Thisfield holds up to two characters.

15. Click [OK] to save.

Note:  The PR must be saved to save the new funding source.
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Editing a Funding Source

PRweb users can edit funding sources at the contract level. The System Administrator grants user
rights to manage funding information. If the user does not have these rights, funding information

isread-only.
# Line Item Detail - 0001 N [=[
File  Funding
. . MLFTIEY (] ipati
Line ltem Detail ™" esCripfion
{0001 | Tool Box and Kit
Detail | Description  Funding | Shipping | Local Infio |
Funding Strig Funded &
2120000 288 A0 SAARSSSEECCCCCCESET FEEDES29S 111111111111 11 22222230 g,
4 [ F
Java fpplet window

Figure 138: Lineltem Detail - <Line Item Number> - Funding Tab

1. Fromthe Funding tab of the Line Item Detail window, highlight the funding source to be
edited.

2. From the menu, select Funding > Edit.

Note:  The PRweb user can also double-click on the funding source to open the highlighted
funding source.
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The Funding Sources window opens.

& Funding Sources |

Funding Sources

Mumker: |DDD1 Description: ITUDI Box and Kit
Total Extimated Cost: I$9,5EIEI.DEI
Fund Strip My ... Edlit... I Manage...l

21 200 288 8 A ZAARSSSEECCCCCCESETTEEDEINSS 11 111111111111 22222232 3F 583
Funded Amaurt: ISﬁEI,SDD.DD Fund LCRM: I

Jok Order | Expiration Date ‘ Quartity | Funded Amourt Add... |

Ediit...

Tatal Cuantity: ID.EI Total Amount; (000 Delete |

Ok | Cancel |

Java Applet Window

Figure 139: Funding Sources Window

3. Makedesired changes and click [OK] to return to the Line Item Detail window.

4. From the menu, select File — Update to update the line item with the funding information.

Note:  The PR must be saved to save the new funding source.

Deleting a Funding Source

PRweb users can delete funding sources at the contract level. The System Administrator grants
user rights to manage funding information. If the user does not have these rights, funding
information is read-only.
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& Line Ttem Detail - 0001 ol
File  Funding —I—I
i o | Mumb O it
Line Item Detail ™ escription
| o001 | Tool Box and Kit

Dretail | Description Funding | Shigpirg | Local Info |

Funding Strigp Funded 2

2120, 34465 1111111111111 2

Java Applet \Window

Figure 140: Line Item Detail - <Line Item Number> - Funding Tab

1. Fromthe Funding tab of the Line Item Detail window, highlight the funding source to be
deleted.

2. From the menu, select Funding — Delete.

3. Click the[Yes] button in the Confirmation window.
The Funding tab displays with the funding source deleted from the table.

4. From the menu, select File —» Update to update the line item with the funding information.

Note:  The PR must be saved to save the funding source.

Creating a New Funding Strip

PRweb users can create funding strips at the line item level. The System Administrator grants user
rights to manage funding information. If the user does not have these rights, funding information
isread-only.
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i Line Item Detail - DODZ =] e
Funding

Srooiee  Hee
oz D ([ S =

Plaztic hinged lid taal bos with a remowvable trap which can alzo be
uzed az a step stool. The box haz a recezzed carming handle. In
the kit are wanous hand toolz zuch az phers, wienches, screwdnivers,
tape meazure, knife, safety goggles, hammer, fla

. JEwh

Figure 141: Lineltem Detail — New Window

1. From the menu, select Funding — New.
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The Funding Sources — New window opens.

& Funding Sources - New |

Funding Sources

Murmbet: |DDD1 Description: |To|:|| Box and Kit
Total Extimated Cost: |$9,SDD.DD
P Sl S | Manage.. |

Funded Amovnt: |$9,SDD.DD Fund &CRM: I

Job Order ‘ Expiration Dete | Quartity | Funded Amount Add... |

Edlit...

Total Gusntity: I Total Amount: I Dielete |

Ok | Cancel |

I-_lava Applet WWindow

Figure 142: Funding Sources—New Window

2. Click the [New] button.
The <Default Template> Funding Strip — New window opens.

Army Funding Strip - New |

Fund Strip

Departrnent Code(2) Sizcal Year(1)

SppropristioniBasic Syrmbol(4) _itnitatior(4)

Propgrarm eari ) Dperating Aoenre 2]

Allctment Serial Murmber(4) Srogratn Elemert(11)

Element of Resaurce(4) VIDEP/SODPIE)

Documert Reference Mumber(14) Aocountig Processing CodelB)

Fizcal Station Murmber(5)

Szlect Template:  Arimey - I Ok | Cloze

Jawa Applet window

_aat Digii(1)

Figure 143: Army Funding Strip — New Window

3. To change an aternate template, select another template from the Select Template drop-
down list box.
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4. Enter the funding strip information in the appropriate fields.

Note:  Each field must either befilled out completely or left blank. However some fields may
be required, depending on how the System Administrator configured the funding
template.

5. Click [OK].
The funding strip displays in the Fund Strip field of the Funding Sources - New window.

6. Click [OK] toreturn to the Line Item Detail window.

7. From the menu, select File — Update to update the line item with the funding information.

Note: A new funding strip may also be created from the Funding Strip Sear ch window by
clicking the [New] button.

Note:  The PR must be saved to save the new funding strip.

Copying a Funding Strip

PRweb users can copy funding strips at the lineitem level. The System Administrator grants user
rights to manage funding information. If the user does not have these rights, funding information
isread-only.
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b |ine Item Detail - New

Funding

Figure 144: LineItem Detail — New —Funding Tab

1. Fromthe menu, select Funding — New.
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The Funding Sources — New window opens.

Funding Sources - New E

Funding Sources

Murnber: |DDD1 [ escription: |

Total Estimated Cost: I

Fuird Strip CRERC B IManage...I

Funded Amount; |$EI.DEI Cozt Code: IEIEIDDEIEIEIDDDDD Fund ACRHN: I

(JbOide | EopitonDate | Ousniy | Furdedbmoun | eds |
Edit;.. |

T otal Cluantity: I T otal Amaount; I Fielete |

QK | Cancel |

|Waming: Applet Window

Figure 145: Funding Sources —New Window

2. Click the [Manage] button.
The Funding Strip Search window opens.

Funding Strip Search E3
Search Criteria: I;tq Search By
* Code
Mew... | ity | [Eapy.. | [elete | " User 1D
Search | Selent | Cancel | Template: |I3I|:|I:|a| ;l
Code | zer D
50| 3
|'W'arning: Applet WwWindow

Figure 146: Funding Strip Search Window
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3. Select the appropriate template from the Template drop-down list box.

4. Enter Search Criteria, and click the [Sear ch] button.

Note:  For more information regarding searches, refer to the “ Search Function” sectionin
Chapter 2: PRweb Desktop.

Funding Strip Search il
Search Criteria: Iﬁ search By
i Code
Py .. | Eclit... | Copy... | Dielete " Uzer 1D
Search I Select I Cancel I Template: I.-'-‘-.rm':.r' ;I

1| [+

Java dpplet Window

Figure 147: Funding Strip Search Window

5. Highlight the desired funding strip and click the [Copy] button.

The <Default Template> Funding Strip - Copy window opens with the copied funding
strip information in each field.

Army Funding Strip - Copy x|
Fund Strip
59397355447 7944445924435t ggh454578599r 58854 4444424445397 29453999595
Dopartmert Code2) Iaa Tizoal Yoar() Ig
AppropristionBasic Symmbol(4) Iag?a _irvitstior(4) Iagqq
Prograr Year(1) I;.' Dperating Aoence(2) I;.'g
Allotrmet Serial Rurmler(d) |4444 =rogran Clementi11) |89444551gjgh
Element of Resourceld) |4545 WDERISOOP(E) I?SSQEr
Documert Reference Mumber(14) |88884444444444 A ccountihg Processing Code(B) |89?854
Fizcal Station Mumber(s Iaggggg _azt Digirt ) Ia

Szlect Template: Army vI Ok | Close

Java Applet'Window

Figure 148: Army Funding Strip — Copy Window
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Note:  Thefunding strip is copied into the template that corresponds with the PRweb template
used to create the original funding strip. If the funding strip was created with a PRweb
template that has either been disabled or updated, the PRweb user is unable to copy the
funding strip. In addition, funding strips that were routed from PD? will display as
Miscellaneous.

6. Make the desired changes to the funding strip.
Click [OK] to save the changes and return to the Funding Strip Sear ch window.
The new funding strip displaysin the Funding Strip Search window.

8. Highlight the funding strip and click the [Select] button to select the new funding strip.
9. Click [OK] to return to the Funding tab of the Line Item Detail window.

10. From the menu, select File » Update to update the line item with the new funding
information.

Note: The PR must be saved to save the edited funding strip.

Editing a Funding Strip

PRweb users have two options for editing funding strips at the line item level. The System
Administrator grants user rights to manage funding information. If the user does not have these
rights, funding information is read-only.

If the System Administrator has updated or removed the template from which the selected funding
strip was created from, PRweb alerts the user that the template has changed.

@ The funding template uzed to create this
funding ztrip has been changed or dizabled.
Select Ves' to update uzing new funding

ternplate. Select Mo' to view selected
funding strip az read anly,

Tes MHo

|Warning: Applet Window

Figure 149: Confirmation Window
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If the user selects[Y es], the PRweb user is able to create a new funding strip using the updated
version of the template or specify another template.

Ammy Nunding Strip - Hew [ %]

Fund Snp

Depariment Code[2] Fiszalveafl]
ApprupialionS asic Synbol(4] LimniLatiori(4]
Frogram ‘v'earf1] Operating Aqency 2]

Allatrnent Serial Nurnber4) Frogram E ement] 11

MOEF/SO0FIG)

Element of Fesourceld]

I 1nrunent Helrienre Mombe 4] Armnnnhng Frorezzing |ndr|k)

Fizcal Station MumberE) La:t Ciigit[” ]
Selecl Tenplate. Sy - I Ok | Cloze

|Waming: Applet Window

Figure 150: Army Funding Strip — New Window

If the user selects[No], the funding strip displays as read-only.

Aumy Funding 5trip - [Read Only]
Fund Strip
IBB‘I 124B1222304111 BPRE12300937M W 3334B 9085 P04 10256 1934550678554 2334
Departmcnt Cade(2) |88 Fizzal vea(1) |-|
Appropriation3 azic Syrbal(4] |1 4R Limitation(4] |1 232
Proagran ear(1] |3 Operating Agency 2] IDA
Allotment S crial Mumber[4] |-| 118 Program E cmcnt[™ 1] IF'HE'I 2300997
Element of Rezource(4] |ng3 MOEP/S0DF(E) |3qgggg
Document Relerence Mumnber(14) |5pg4ggg5ﬁgg}45 Aczounting Processing Code(E] |555?g5
Fizcal Station MurmbedE] |5g2334
Select Template: Aoy -I ] | Close
['wearning: Applet window,

Figure151: Army Funding Strip — (Read Only) Window
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Option 1: By Funding Strip Search

& Line Ttem Detail - 0001 ol
File  Funding —I—I
i o | Mumb O it
Line Item Detail ™ escription
| o001 | Tool Box and Kit

Detaill Description Funding | Shippingl Local Inf-:ul

Fudrgste  |Fumkds

111111111111

Java Applet \Window

Figure 152: Lineltem Detail - <Line Item Number> - Funding Tab

1. Highlight the funding source to be edited.

2. From the menu, select Funding — Edit.
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The Funding Sources window opens.

; Funding Sources

Figure 153: Funding Sources Window

3. Click the[Manage] button.
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The Funding Strip Search window opens.

Funding 5trip Search
Search Criteria: E Search By
* Code
ew... | i | (B I [Ielete | " User |D
Search | Selent | Cancel I Template:; IEIDl:Ial =
Code | Uszer [0
LI 3

|Warning: Applet wWindow

Figure 154: Army Funding Strip — Edit Window

4. Enter Search Criteria, and click the [Sear ch] button.

Note:  For more information regarding searches, refer to the * Search Function” section in
Chapter 2: PRweb Desktop.

5. Highlight the desired funding strip and click the [Edit] button.
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The Army Funding Strip — Edit window opens with the original funding information
displayed.

Note:  You may not edit afunding strip that is applied to either another PR or another funding
source on the same PR.

Army Funding Strip - Edit i x|

Fund Strip

217 20 28 A A A 544 RS5556COCCCCEEETTEEDESSSIT 11111111111 11 22222232 5F 553

Department Code(2) |21 “iscal Year(1) |2
LppropristionBasic Symbol(4) |Mw1 2 _imnitatior(4) |,a_,a_,a,,z,
Progratm veari |3 TipeErating Agenre T |4141
Allotrnernt Serial Murnber(4) IEISSS Srogratn Elemert(11) Issccccccsas
Element of Rezaurcerd) |??33 WDERISCODPIE] |DEgggg
Documert Reference Mumber(14) |1 1111111111111 Lccountihg Processing CodelB) |2222;2
Fiscal Station Mumber(5) I323F88 _ast Digil(1) |3
Szlect Template: ~Army VI Ok | Close

Java Appletwindow

Figure 155: Army Funding Strip — Edit Window

6. Make desired changes to the funding strip and click [OK] to return to the Funding Strip
Sear ch window.

7. Click the [Select] button to select the updated funding strip and return to the Funding
Sour ces window.

8. Click [OK] to return to the Funding tab of the Line Item Detail window.

9. From the menu, select File — Update to update the line item with the new funding
information.

Note: The PR (or PR Mod) must be saved to save the edited funding strip.
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Option 2: By Funding Sour ces Window

& Line Ttem Detail - 0001 ol
File  Funding —I—I
i o | Mumb O it
Line Item Detail ™ escription
| o001 | Tool Box and Kit

Detaill Description Funding | Shippingl Local Inf-:ul

Fudrgste  |Fumkds

111111111111

Java Applet \Window

Figure 156: Lineltem Detail - <Line Item Number> - Funding Tab

1. Highlight the desired funding source.

2. From the menu, select Funding — Edit.
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The Funding Sources window opens.

& Funding Sources |

Funding Sources

Mumker: |DDD1 Description: ITUDI Box and Kit
Total Extimated Cost: I$9,5EIEI.DEI
Fund Strip My ... Edlit... I Manage...l

21 200 288 8 A ZA4RSSSCOCCCCCERTFTTESDESQ9 11T 111111111 22222 23F 35583
Funded Amaurt: ISﬁEI,SDD.DD Fund LCRM: I

Jok Order | Expiration Date ‘ Quartity | Funded Amourt Add... |

Ediit...

Tatal Cuantity: ID.EI Total Amount; (000 Delete |

Ok | Cancel |

Java Applet Window

Figure 157: Funding Sources Window

3. From the Funding Sour ces window click the [Edit] button next to the Fund Strip field.
The Funding Strip — Edit window opens with the original funding information displayed.

Army Funding Strip - Edit |
Fund Strip
212N 28,08 8344550 TCCOCCORET 7 7380EI9931 111 1111111112222225F 55853
Departrent Code2) |21 “izcal Year(1) |2
SppropristionBasic Syrmbal(4) IW 2 _irnitatior(4) IAAA,{,
Propgrarm eari ) |3 Dperating Aoenre 2] |J1J1
Allotment Serial Murmber(4] IEISSS Srogram Element(i 1] |CCCCQCC53?;
Element of Resourcerd) |??33 WDEP/SCODPE]) |DEgggg
Documert Reference Mumber(14) |1 EELERELERERE Aocountig Processing CodelB) IQQQQ;Q
Fiscal Station Mumber§) ISFEEEE _a=t Digi1) |3

Szlect Template:  Srimey b I Ok | Cloze

Jawa Applet window

Figure 158: Army Funding Strip — Edit Window
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4. Make desired changesto the funding strip and click [OK] to return to the Funding Sour ces
window.

5. Click [OK] to return to the Funding tab of the Line Item Detail window.

6. From the menu, select File — Update to update the line item with the new funding
information.

Note:  The PR must be saved to save the edited funding strip.

Deleting a Funding Strip

PRweb users can delete funding strips at the line item level. The System Administrator grants user
rights to manage funding information. If the user does not have these rights, funding information
isread-only.

i Line Item Detail - 0001 M=l E3

File  Funding

Line ltem Detail P urnber Description

{0001 | Training

Detaill Dezcription  Funding | Shippingl

161107510351133321 4719571 2934 3913129384 751833893481 3367193851348 1a

|Warning: Applet Window

Figure 159: Lineltem Detail —<Line ltem Number> - Funding Tab
1. Highlight the desired funding source.

2. From the menu, select Funding — Edit.
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The Funding Sources window opens.

Funding Sources E3

Funding Sources

Humber; |E|E||:|‘| D escription: |Training
Total Estimated Cost: |$1 [,000.00
Fund Strip Mew...

I'I 21107510351133837 4719571 2934391 31 29384 751893893451 9367193851 2481

Funded Amourt: |$1 0,000.00 Coszt Code: IDDDDDDEIEIEIEIEID Fund ACRM: I

b0 | EwidonDate | Gty | Furdedbmout | oo |
Edit:.. |

Tatal Quantity: IEI.EI Tatal Amount;  J0.00 Delete |

OF. | Cancel |
|Warning: Applet wWindow
Figure 160: Funding Sources Window
3. Click the [Manage] button.
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The Funding Strip Search window opens.

Funding 5trip Search
Search Criteria; Iz Search By
' Code
Mew... I Edit... | (B, | [Nelete | " User ID
Search I Selent | Cancel | Template; IGII:nl:ual =
Code | ger D
LI 5
|Warning: Applet \Window

Figure161: Funding Strip Search Window

4. Enter Search Criteria, and click the [Sear ch] button.

Note:  For more information regarding searches, refer to the “ Search Function” section in
Chapter 2: PRweb Desktop.

5. Highlight the desired funding strip and click the [Delete] button.

Note:  You may not delete afunding strip that is applied to another PR, aline item on the same
PR or the same line item on a different funding source.

6. Click the[Yes] button in the Confirmation window.
The Funding Strip Search window displays with the funding strip deleted from the table.

7. Click the [Cancel] button to return to the Funding Sour ces — New window.
8. Click [OK] to return to the Funding tab of the Line Item Detail window.

9. From the menu, select File —» Update to update the funding information.

Note:  The PR must be saved to save the funding information.
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Creating a Job Order

PRweb users can create job orders at the contract level. The System Administrator grants user

rights to manage funding information. If the user does not have these rights, funding and job order
information is read-only.

& Line Item Detail - New S
File  Funding =10
H . N h D BnR
Line Item Detail ™ escription
|nom | Tonlboxes]

Detaill Description  Funding | Shippingl Local Inf-:ul

Java fpplet window

Figure162: Lineltem Detail — New —Funding Tab

1. Fromthe menu, select Funding — New.
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The Funding Sources — New window opens.

& Funding Sources - New |

Funding Sources

Murmbet: |DDD1 Description: |Toulbuxes
Total Extimated Cost: |$9,SDD.DD
Fund Strig Mesy ... I Ediit... Manage...l

Funded Amovnt: |$9,SDD.DD Fund &CRM: I

e e

Edlit...

Total Gusntity: I Total Amount: I Dielete |

Ok | Cancel |

I-_lava Applet WWindow

Figure 163: Funding Sources— New Window

2. Click the[Add] button next to the Job Order table.

The Attach Job Order — New window opens.

& Attach Job Order - New

Jok Crdet: I

Funded Amaourt: INI.-'J«

Funded Quartity: |Nm

Ok Cancel

I-Java Applet \Window

Figure 164. Attach Job Order — New Window

3. Click the [Select] button.
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The Job Order Number Search window opens.

Job Order Number Search x|
Search Criteria
IE [¥ Current Job Orders Only
ey ... I Search Zelect Cancel
Jok Order Mumber Fundz Expiration Date

Java Applet Wwindow

Figure 165: Job Order Number Search Window

4. Click the [New] button.

The Create New Job Order window opens.

& Create New Job Order x|

Job Crder Mumber: ||

Fundz Expiration Date: I

Ok | Cancel

I-.lava Applet \Window

Figure 166: Create New Job Order Window

5. Enter anumber in the Job Order Number field and an expiration date in the Funds
Expiration Datefield.

Note:  The funds expiration date can be entered manually or by using the Auto-Calendar feature.

6. Click [OK] to return to the Job Order Number Search window.
7. Double-click the new job order to return to the Attach Job Order — New window.

8. Click [OK] to return to the Funding Sour ces — New window.

The job order displaysin the Funding Sources— New window.

9. Click [OK] to return to the Funding tab of the Line Item Detail window.
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10. From the menu, select File — Update to update the funding information.

Note:  The PR must be saved to save the funding information.

Attaching a Job Order

PRweb users can attach job orders at the line item level. The System Administrator grants user
rights to manage funding information. If the user does not have these rights, funding and job order
information is read-only.

&Line Item Detail - New o= 5 E[
File  Fumding —I—I
H . N h D BnR
Line Item Detail ™ escription
|nom | Tonlboxes]

Detaill Description  Funding | Shippingl Local Inf-:ul

Java fpplet Window

Figure167: Lineltem Detail — New — Funding Tab

1. Fromthe menu, select Funding — New.
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The Funding Sources — New window opens.

& Funding Sources - New |

Funding Sources

Mumber: |DDD1 Description: |Toulbuxes
Total Estimated Cost: |$9,5IZID.IZIEI
Fund Strip Mewe... I Edit... Manage...l
Funded Amovnt: |$9,SDD.DD Fund &CRM: I
Job Order ‘ Expiration Date | Cartity | Funded Amourt Add... |
Edit....

Total Cuantity: IEI.III Total Amount:  |0.00 Delete |

Ok | Cancel |

I-_lava Applet WWindow

Figure 168: Funding Sources— New Window

2. Click the [Add] button next to the Job Order table.
The Attach Job Order - New window opens.

Attach Job Order - New Ed

Job Order: I
Funded AmaoLnt: IN;".-’-‘-.
Funded Quantity: IN;".-’-‘-.

k. Cancel

|Warning: Applet Window

Figure 169: Attach Job Order — New Window

3. Click the[Select] button.
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The Job Order Number Search window opens.

Job Order Mumber Search x|
Seatch Criteria
IE [V Current Job Orders Only
e | Search Select Cancel
Job Order Mumber Funds Expiration Date
Java fpplet window

Figure 170: Job Order Number Search Window

4. Enter Search Criteria.
5. Check the Current Job Orders Only checkbox to display job orders that have not expired.
6. Click the [Search] button.

The search results display.

Job Order Mumber Search x|
Search Criteria
IE v Currert Job Crders Only
e | Search Select Cancel |
Job Qrder Mumber Funds Expiration Date j
Z000033431 15-Febh-2003
CO055979 14-Mary-2003
DUPOA0Y 12-Mary-2201
DUPOO0Y 10-Mary-2021
ERKODM H-Dec-2002 |
ERKODM 3 -Dec-2022
ERKOOZ 3 -Dec-2002
HHH111 10-Mary-2004 -
1| [ v
Java Applet \Window
Figure 171: Job Order Number Search Window
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7. Highlight the desired job order number and click the [Select] button.
The Attach Job Order — New window opens.

& Attach Job Order - New

Jok Crder: ICEII:II]394'EI1

Funded Amourt: |11/,

Funded Quartity: IN.f.ﬂ-.

Ok Cancel

Java Applet Window

Figure 172: Attach Job Order — New Window

8. Click [OK] to return to the Funding Sour ces — New window.
9. Click [OK] to return to the Funding tab of the Line Item Detail window.

10. From the menu, select File — Update to update the funding information.

Note:  The PR must be saved to save the funding information.
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Editing a Job Order

PRweb users can edit job orders at the line item level. The System Administrator grants user
rights to manage funding information. If the user does not have these rights, funding and job order
information is read-only.

# Line Item Detail - 0001 N [=[
File  Funding
. . MLFTIEY (] ipati
Line ltem Detail ™" escripfion
{0001 | Toaloxes
Detail | Description  Funding | Shipping | Local Infio |
B Tttt b e e e e e e etk e T R R R R NN R R R g,
4 [ F
Java fpplet window

Figure173: Lineltem Detail —<Line [tem Number> — Funding Tab

1. Double-click an existing funding source.
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The Funding Sources window opens.

& Funding Sources - New |

Funding Sources

Murmbet: |DDD1 Description: |Toulbuxes
Total Extimated Cost: |$9,SDD.DD
Fund Strig Mesy ... I Edlit... Manage...l

IT-'5B?5555555555555555555555555.-' T T T T Ty T 7 VEEEEEEEEEEEEEEEEEEEEEEE!

Funded Amovnt: IEI,SDD.DD Fund &CRM: I

CO0039491 22-5g-2002 100.0 9,500.00

Ediit...

Total Cuantity: |1IZIIZI.IZI Total Amournt: IQ,SDD.DD Delete |

Ok | Cancel |

I-_lava Applet WWindow

Figure 174: Funding Sources Window

2. Highlight the desired job order and click the [Edit] button next to the Job Order table.
The Attach Job Order — <Job Order Name> window opens.

& Attach Job Order - COD0D39491

Jokr Crdder: ICEIEII:ISEMEH

Funded Amourt.  [9,500.00

Funded Guartity: |1 00,00

Ok Cancel

I-.lava Applet tindow

Figure 175 Attach Job Order - <Job Order Name> Window

3. Click the [Select] button.
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The Job Order Number Search window opens.

Job Order Mumber Search x|
Seatch Criteria
IE [V Current Job Orders Only
e | Search Select Cancel
Job Order Mumber Funds Expiration Date
Java fpplet window

Figure 176: Job Order Number Search Window

4. Enter Search Criteria, and click the [Sear ch] button.

5. Highlight ajob order number and click the [Select] button.

The Attach Job Order - <Job Order Name> window opens with the new job order
number displayed in the Job Order field.

& Attach Job Order - CO0039491

Jok Order: [kPato1

Funded Amourt.  [3,500.00

Funded Quartity: |1 00,00

Ok Cancel

Java Applet Window

Figure 177: Attach Job Order - <Job Order Name> Window

6. Click [OK] to return to the Funding Sour ces window.
7. Click [OK] to return to the Funding tab of the Line Item Detail window.

8. From the menu, select File — Update to update the funding information.

Note:  The PR must be saved to save the funding information.
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Deleting a Job Order

PRweb users can delete job orders at the line item level. The System Administrator grants user
rights to manage funding information. If the user does not have these rights, funding and job order
information is read-only.

& Line Ttem Detail - 0001 i
File  Fumding —I—I
H . N h D BnR
Line Item Detail ™ escription
|nom | Tonlhoxes

Detaill Description  Funding | Shippingl Local Inf-:ul

i T T 9,

Java fpplet window

Figure 178: Lineltem Detail - <Line Item Number > Funding Tab

1. Double-click an existing funding source.

AcquiLine PRweb v2.3 152 July 29, 2002
Functional User’s Guide



Chapter 6: Line Item

The Funding Sources window opens.

& Funding Sources il

Funding Sources

Murmbet: |DDD1 Description: |Toulbuxes
Total Extimated Cost: |$9,SDD.DD
Fund Strig Mesy ... I Edlit... Manage...l

IT-'5B?5555555555555555555555555.-' T T T T Ty T 7 VEEEEEEEEEEEEEEEEEEEEEEE!

Funded Amovnt: IEI,SDD.DD Fund &CRM: I
Add... |

HPA101 10-May-2003 100.0 9,300.00 —

Total Cuantity: |1IZIIZI.IZI Total Amournt: IQ,SDD.DD Delete |

Ok | Cancel |

I-_lava Applet WWindow

Figure 179: Funding Sources Window

2. Highlight ajob order and click the [Delete] button next to the Job Order table.

3. Click the[Yes] button in the Confirmation window.

The Funding Sources window displays with the job order deleted from the table.

4. Click [OK] to return to the Funding tab of the Line Item Detail window.

Note:  The PR must be saved to save the funding information.
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Updating the Purchase Request with a Line Item

PRweb users can update the PR with alineitem once it has been created or modified. An updated
PR reflects any changes made to the line item since the last update. To update the PR with aline
item, select the File > Update from the Line Item Detail menu. Updating the PR with aline
item returns the user to the PR window.

Note:  Updating and saving are two separate functions. A PR that has been updated with aline
item needs to be saved in order to save the PR in its updated status.

Creating a New Subcontract Line Item

The process for creating a Subcontract Line Item (SUbCLIN) is similar to the creation of a
Contract Line Item (CLIN), however, there are afew differences. For example, if you have a
Priced CLIN, the CLIN Type defaults to Info Only in accordance with the Defense Federal
Acquisition Regulations (DFARS).

1. Open anexisting PR.
2. Highlight aCLIN from the Line Item tab of the Purchase Request window.

3. From the menu, select Lineltem - New - SubCLIN.
The Line Item Detail — New window opens with the Detail tab displayed.

Theline item detail header displays at the top of the Line Item form and is visible from every
tab of the Line Item Detail — New window.
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i Line Item Detail - New =] e

oo o

B

- Sekst |

L Ented e ) 3

Figure 180: Lineltem Detail — New — Detail Tab

Note:  Since creating a SUbCLIN issimilar to creating a CLIN, refer to “Creating a New Line
Item” in this chapter, to learn how to create a CLIN.

4. From the menu, select File > Update.
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The SUbCLIN displays as part of CLIN “ 0001” .

i Purchase Request - 123Train Mi=] E3
File  Line Itern

Dezcription Purchaze Request Humber
Purchase ITlaining |123Train
RequeSt Requisition Date DPFAS Priority Rating | Priority
| 06-5ep-2000 | |
Mair Form ~ Line Rem | Contractsl A Datal
Total Funding |$2I1IJDEI.DIJ Contract Level Funding [z I

* Values may he mumded foroisolay puposes.

I o it [t

nam Training 10,000.00 $20,000.00
Qnoiom Tralnlng SubCLIM

Total Cost: [$20,000.00

|Warning: Applet Window

Figure 181: Purchase Request — <Purchase Request Number> — Line Item Tab
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Shipping Tab
The Shipping tab allows the PRweb user to identify the Shipping Address, Free On Board

(F.O.B.), Additional Markings, Charge Shipping To, Hazardous Material (HAZMAT)
Requirements and Shipping M ode.

i Line Item Dektail - New

Ajr Camiers Termingl, P of E =

Figure 182: Lineltem Detail — New — Shipping Tab

1. Toenter ashipping address, click the [Select] button next to the Addressfield.

The Address field allows the PRweb user to search for a specific address from the PD?
database.
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The Ship to Contact Search window opens.

Ship To Contact Search

Search Criteria Search By

IE ' Code ~ Organization Mame

" Contact Mame ¢ Phone Mumber
Search | Selent | Cancel | © State " Zip Code
Contact | Code | Organization | City | State | Zip Code Fh

[ 3

|Warning: Applet Window

Figure 183: Ship To Contact Search Window

2. Enter Search Criteria, and click the [Sear ch] button.

Note:  For more information on searches, refer to “ Search Function” section in Chapter 2:
PRweb Desktop.

3. Highlight the desired shipping address.

4. Click the [Select] button.
The Shipping tab displays the selected shipping address in the Addressfield.

5. If aPD? user adds multiple delivery information to a PR and return routes that PR to PRweb,
PRweb will not display the Shipping Addressfield. To seea summary of the multiple
delivery information, click on the [Multiple Deliveries] button located on the Detail tab of
the PR. PRweb displays the multiple delivery information including the ship to address
information in asummary format that is read-only.
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i Line Item Detail - D001 =] e

a1 Chock “Wwheel, Painted

Figure 184: Lineltem Detail — 0001 — Shipping Tab

6. To enter Free On Board instructions, select the desired item from the F.O.B. drop-down list
box.

7. Enter any additional markings and specifications for shipping in the Additional Markings
field.
Thisfield holds up to 60 characters.

8. Enter shipping charge information in the Char ge Shipping To field.
Thisfield holds up to 40 characters.

9. Enter Hazardous Materials (HAZMAT) information in the HAZMAT field.
Thisfield holds up to four characters.

10. To enter the mode of shipping, click the [Select] button next to the Shipping M ode field.

The Shipping M ode field allows the PRweb user to search for the shipping mode that is
required for the material being shipped.
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The Shipping Mode Search window opens.

Shipping Mode Search
Search Criteria Search By
IE * Code " Description
Search | Select | Cancel |
Code | Dezcription

|'W'arning: Applet Window

Figure 185: Shipping Mode Search Window

11. Enter Search Criteria, and click the [Sear ch] button.

Note:

For more information on searches, refer to “ Search Function” section in Chapter 2:

PRweb Desktop.

12. Highlight the desired shipping mode.

13. Click the [Select] button.
The Shipping tab displays with the selected shipping mode in the Shipping Mode field.
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Local Info Tab

The Local Info tab allows the PRweb user to view, refresh, and edit lineitem local fields of a PR.
The PD? System Administrator determines the line item local info fields that are displayed on the
Local Info tab. Refreshing the Local Info tab allows the user to update the lineitem local fields
with the latest changes made by the PD? System Administrator. Clicking the [Refresh] button for
alineitem updates all local info configurations for al line items on the PR. When the Local Info
isrefreshed, any existing datain the fields remain, only the labels of the fields change. If the new
configuration has deleted fields from the old configuration, they are not displayed. If there have
been no updates made in PD?, the fields remain the same.

i Line Item Detail - 0001 =10] |

File Funding

Line ltem Detail Mumber D escription
o002 | Training

Detail | De=scrigtion | Funding | Shipping  Local Infio |

Type

Shipping Label Mo

Trade

E-mail Address

Fareign addrezs

|
|
|
Local Code |
|
|
MAFTA, |

Refrezh |

Warning: Applet \Window

Figure 186: Lineltem Detail — New — Local Info Tab

1. Click on the [Refresh] button to refresh the line item local fields to the most current
configuration set by the PD2 System Administrator.

2. Enter lineitem local information in the appropiate fields.
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Copying a Line Item
1. From the Purchase Request window, click on the Line Item to be copied.

2. From the menu, select Line Item > Copy.
The Line Item tab is updated with the copied Line | tem.

i Purchase Request - New ;Iglﬂ

‘ Purchaze Request Mumber

Mey 4 Eoription
FEdit... cumentation T est IDDEDD'I
lquisition [rate DPFAS Priorty Rating | Prionby
Delete ul-2002 | |

hsin Form  Line em | Cu:untradsl A Data

Contract Level Funding More I

Total Funding: |$1 [0.000. 00
* Yalves way he munded foradigplay purposes.
Tatal Cogt *

$10,000.00

nit Cozt

100.00

Uit of |zzue

[Liantiby
100.0

Mumber Dezcription

Jom

Total Cost: [$10,000.00

\Warning: Applet MWindow
Figure 187: Purchase Request - <Purchase Request Number> — Line Item Tab

Line Items cannot be copied on PR Modifications. For more information on PR

Note:
Modifications, refer to Chapter 5: PR Modifications.

162 July 29, 2002

AcquiLine PRweb v2.3
Functional User’s Guide



Chapter 7:

Attachments

Chapter 7: Attachments

PRweb users may attach externa files to the PR.
The creation of an attachment facilitates the
completion of a Requirements Package. For
example, a PRweb user can attach a Statement of
Work document to a PR or PR Modification and
send both objects to the Contracting Office. The
PRweb user may add, view and remove any Object

Linking and Embedding (OLE) compatible objects.

Adding an Attachment

In This Chapter...

Using the Attachments function
described in this chapter, you can:

e Add an attachment
e View an attachment

e Remove an attachment

PRweb users may attach any OLE compatible object to the PR.

To attach an OLE compatible object:
1. Fromthe PRweb user’s desktop, open aPR.

2. From the menu, select File > Attachments.

The File Attachments window opens.

File Attachments Ei

attached Documents

add. |

e |
[ e

EEemnve

Cloze

Dezcription:

|Warning: Applet Window

Figure 188: File Attachments Window
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3. Click the [Add] button.

The New Attachment window opens.

Mew Attachment

Filename: I

Dezcription:

Canizel |

|Warning: Applet window

Figure 189: New Attachment Window

4. Enter the name of the file to be attached in the Filename field.

Note:  The filename does not need to be the actual name of the object being attached. The
filename displays for reference purposes. Users should include the extension of the
object they are attaching at the end of the filename. For example, if a Statement of Work
created in Microsoft Word is attached, the filename should be in the form “ SOW.doc” .
In this case, the file's extension is “.doc.”

5. Enter adescription in the Description field.

6. Click the [Select File] button to continue.
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The Upload File window opens as a new Web browser window.

3 Upload File - Microsoft Intenet Exploer

Functional User’s Guide

Zlr  FErit MiFpw Fawrrilrz Tonl: H=h
S R A 3 | B &
Bzl Fizriarard Stop  Rahssh  Homre Gezrch  -avories Hslony b il Prr:
 Addross IE FINZET 1S S0C00=de0___ 141 0FcFII0404042 OECXFe9fIf2 e dbendlz 2aalaiDd el 7di MGeC 47 E441 S2F B15:3-:Fc,§l-:2j ("’ Go
_ Links @ Acqui-ine @ Cuztamzz Lirks @ F-eeHatmal @ ‘wincons
=l
Selert file ta attarch:
| Browse... | Aldo
Mate FRuwreh allawrs gentte wmload ar file o0 sonr d=sktop Jower=, we strongly recnmmend 3t yon attach
Jocuments that can bz Lterprzied by fle desciop sefavare used by sowr Contractng OFce 233 other PRvreb vsers.
Blierosoft Uttice® dpcumeants ave praforred.
- =]
|-@ Licre ’_ |ﬂ Ialernet i
Figure 190: Upload File Window
7. From the PRweb Attach File window, click the [Browse] button.
The Choose file window opens.
Choose file EH |
Laak ir: I by Computer j | @il I |
=33 Floppy (]
& on 'wahoo' [E:]
c on wahoo' [Fr]
| o
File name: I Qpen I
Filez of twpe: I.-’-'-.II File=s [*.7] j Cancel |
Figure 191: Choose File Window
8. From the Choose File window, locate the desired object to attach to the PR.
AcquiLine PRweb v2.3 165 July 29, 2002



Chapter 7: Attachments

9. Highlight the object.

10. Click the [Open] button in the Choose File window.
The Upload File window opens.

11. Click the[Attach] button to attach the object to the PR.

12. Click [OK].
The Upload Compl ete window opens with the “ Successful Attachment” message.

3§ 1jhnal Al - Micoesad) Inleced Fagiline

Figure 192: Upload Complete Window

13. Close the window to return to the File Attachments window.
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The new attachment is displayed in the Attached Documents table with its description
displayed in the Description field.

File Attachments

| Attached Documents Add. .

Wigw...

R emove

il

Cloze

D'escription

Statement of ‘W ark,

|Warning: Applet Window

Figure 193: File Attachments Window

14. Click the[Close] button to return to the PR.

15. From the menu, select File - Save to save the attachment.

Viewing an Attachment
PRweb users may view objects that have been attached to the PR.
To view an attachment:
1. Fromthe PRweb user’s desktop, open aPR.

2. From the menu, select File > Attachments.
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The File Attachments window opens.

File Attachments

| Attached Documents Add

Wi,

il

Remove

Cloze

Dezcription

Statement of W ark,

|Warning: Applet Window

Figure 194: File Attachments Window

3. Highlight an attachment and click the [View] button.
The Viewing | nstructions window opens.

Yiewing Instructions

bicrozoft Office, plain test and HTML documents and
JPEG and Bitmap images will be automatically
dizgplaved in a new browser window,

I order to view all other attachments, pou must;

1. Save the downloaded file to a temporary directony
2. Rename the file to itz onginal name
3. Open the file with the appropnate application

Click OF. ta continue.

F, Cancel

¥ always view attachment instructions.

|Warning: Applet Window

Figure195: Viewing I nstructions Window

4. Read the Viewing Instructions and click [OK].
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Note:  If changes were made to the attachment, the user must remove the original object and re-
attach the updated object.

Removing an Attachment
PRweb users may remove attachments from a PR.
To remove an attachment:
1. From the PRweb user’s desktop, open an existing PR with an attachment.

2. From the menu, select File > Attachments.

The File Attachments window opens.

File Attachments E3

Attached Documents Add.

Wigw, ..

i

Remove

Cloze

Drezcription:

Statement of wark,

|'W'arning: Applet Window

Figure196: File Attachments Window

3. From the File Attachments window, highlight the desired attachment and click the [Remove]
button.

4. Click the [Close] button to return to the PR.

5. From the menu, select File - Save to save the attachment.

Note:  An attachment on a PR Modification that was pulled forward from the conform copy can
not be removed in PRweb. Only attachments that were added to the PR Modification can
be removed. The attachments pulled forward from the conform copy can be removed in
PD2,
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Chapter 8: DD254

In This Chapter...

The DD254 menu option allows the PRweb user Using the function described in this
to add a contract Security Classification chapter, you can:
Specification (DD254) to the PR.

e Add asecurity classification
specification (DD254) to the PR

To add aDD254 to aPR:

1. Fromthe PRweb user’s desktop, open an existing PR.

2. From the menu, select File - DD254.

The DD254 window opens. Thiswindow contains six tabs:

e Itemsl-5
e |tems6-9
e Items10-11
e Items12-13
e Items14-15
e Items16-17
: DD254 - 123Train =] E3
Fiz
Hem=z1-3 | fpersb-y | t=ims 0 - 1° | fems 12 -1 | fems 14 - 15 | r[ems'lb'—'l."l
DEPARTMEM™ CF DEFEYSE 1a. FACILITY CLEARAMZE REQUIRED
CONTSACT SECJFITY CLASSIF CATIOM SPECIFICATION
[The requirements of the Dol Industrial Securty Manual b, L=WEL OF SAFEGUARDING REQUIRED

a1pk ta dl s2cunity azpects o this effart.

2. THIS SPZCFICATIOM IS FCR: [complete az applicable’ | 3. THIS SFECIFICATION IS; [zompete a: aopicable)

" & PRIME CONTFALT YLMBES & 3 0F GINAL [Complete date in all cezes)
I Dale: | 28-S ep-2000
= b SUELCUMI B&L] HUMEER € . REYISI0N [Supeseles Al peviows speciisaions)
I Tew. 1:| Dale;
o SOLICITATION OR OTHER HUMBER Due Jde ¢ FIN&L [Carrplete tem 5 in all cases)
[123T i | Diale:

4,15 THIS A& FOLLCW OH CONT3ACT? © vas € Ho  Ifses complete the fllowing:

Clazsifiew nialmial igseived wog=rimae unde I [Prevendiny Corvaut Humbe ] is bansiened o

Lt Tubos-on cor i al.

515 THIS & ANAL DD FIFM 2047 e O o e, conplele e (ollowing,
| resporse to the contactor's request cated I retenion o the identified clagsfication maenial i
authorzed for the period of: | throuch |

[\Warrine: AppletWindaw

Figure197: DD254 - <Purchase Reguest Number> Window
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3. Enter the appropriate information on each tab to complete the DD254.

4. From the menu, select File —» Update to update the PR with the DD254.
Updating the PR with a DD254 form closes the DD254 window.

Note:  Updating and saving are two separate functions. A PR that has been updated with a
DD254 needs to be saved in order to save the PR in its updated status.
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Chapter 9: Workflow

Routing ;
In This Chapter...
The PRweb module supports the el ectronic routing : :
and approval of PRs and PR Modswithin PRweb and [ Using the Workflow functions
between PRweb users and PD? users. Members of described in this chapter, you can:
security groups that only have routing access to e RouteaPR or PR Mod by
specific routing templ _at&s may only choose from creating a custom routing sheet
those templates to which they have access when
routing. PRweb users without restricted security e ApproveaPRor PR Mod
access can create new routing sheets, edit existing e View approval history
routing sheets and create route templates to facilitate
the electronic review and approval process.
The user must select a PD? user in order to route a PR. However, a PR Mod is automatically
routed to the PD? user that owns the conform copy of the base PR
Creating a Custom Routing Sheet
Only users with custom routing privileges may create custom routing sheets. Users have custom
routing privilegesif they are not a security group member or are amember of a security group that
has custom routing privileges. Userswith custom routing privileges may create routing sheets by
using any combination of usernames, group names or template users.
Creating a Custom Routing Sheet — All Users
To create a custom routing sheet using the All Users option:
1. From the PRweb user’s desktop, highlight a PR or PR Mod.
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2. From the menu, select Purchase Request > Route.
The Routing Sheet - <Purchase Request Number> window opens.

& Routing Sheet - PRO101 x|

Routing Sheet

" Group Templates
" Template ;I

Route Ta

30 CHARACTERS USER ID 0 - Michelle Wisy
ACCEPTOR FOUR
ACCEPTOR OME

ACCEPTOR THREE

ACCEPTOR Wi
ADAKM ANDREMS
ALEX DL SCHEFER
AL EX SCHEFER

melect Al I

Route to PD? User: I Select |
“ieww Groups.. | il | Cancel I

I.Java Applet window

Figure 198: Routing Sheet - <Purchase Request Number> Window

Note:  The All Usersradio button is automatically selected by default.

3. From the Routing Sheet window, select the View Routees By radio button.

Note:  The User list box displays all available usersto add to the routing sheet. Asusersare
added to the routing sheet their username displaysin the order they were selected in the
Route To list box. Users must be placed in routing order on the routing sheet. The user
in the zero position is the creator of the PR and cannot be deleted from the routing sheet.

4. Select routees for the new routing sheet by highlighting desired users from the User list box
and clicking the[ » ] button.

Note:  Routees may be removed from the routing sheet by highlighting the desired user from the
Route To list box and clicking the [ 4 ] button.
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5. Click the [Select] button next to the Route to PD? User field.
The Select PD? User window opens.

Select PD® Uszer

FPD User?
Drarninic Joel

Sarah Joypce
System Adminiztrator

Select i Cancel

|Warning: Applet Window

Figure 199: Select PD? User Window

Note:  When the user clicks the [Select] button next to the Route to PD? User field on aroute
sheet for a PR Mod, a message displays that indicates that the PR Mod will be routed to
the PD? user that owns the conform copy of the PR.

6. Highlight the appropriate PD? user.

7. Click the [Select] button.
The PD? user selected displays in the Route to PD? User field on the routing sheet.

8. Click [OK] toinitiate the routing sheet.

Note:  Once anew routing sheet has been created and saved, routing initiates automatically.
The creator of a PR does not need to approve the PR to begin the routing process.

Create a Route Sheet — Groups

Selecting the Groups radio button displays all organizational groups created by the PRweb
System Administrator.

To create aroute sheet using the Groups criteria:
1. From the PRweb user’ s desktop, highlight a PR.

2. From the menu, select Purchase Request — Route.
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The Routing Sheet - <Purchase Request Number> window opens.

3. Select the Group radio button.

& Routing Sheet - PRO102 x|

Routing Sheet

View Routees By: { A&l Users

4 Templates
" Template I LI

Graup ’_‘ Route To

0 - Michelle Wy
Alex grp [—-
CUSTOMER
DF&5 —
Derna E
Dena's
EG
ERIK

-

Select Al I

Route to PL® User: I Select . |
Wiewy Groups.. | il | Cancel |

I.Java Applet Window

Figure 200: Routing Sheet - <Purchase Request Number> Window

4. Click the[View Groups] button to view members of a group.
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The Groups (Read Only) window displays.

i Groups (Read Only) ;IEIEI

D ezcription Open... |
Alex grp Alew's Group
CHICEEMWS Just chickens
CUSTOMER Customer for PRweb Creation
DFAS DFAS PayMENT OFFICE GROUP
Dena'y Dena's Fun Group 2
Dena's Fun Group
EG Ellen's Routees
ERIE. Enik's group =
ERIKZ Erik's zecond group
E mwing2 Emwin's Second Group
FOR WIEW To wiew the PRz of your subs. -
| I S Cloze

|Warning: Applet Window

Figure 201: Groups (Read Only) Window

5. Highlight the desired group and click the [Open] button to view group members.

Group - Alex grp (Read Only) X|

M armne:; I.-i‘-.le:-: ap

Dezcrption: I.-'l'-.le:-:'s Group

Members | Managersl Hightsl

Mon-kembers - Members

30 CHARACTERS USER ID ACCEPTOR Tw0
ACCEPTOR FOUR E ACCEPTOR THREE
ACCEPTOR OME ADAM ANDREWS
ACQUSERZ 1 ANDREW
AQUAFINA ALEX DL SCHEFER
B WwWatson E ALE¥ SCHEFER

B ‘watsan JEMMIFER ROSS
B \Watzaon

BADILLO

Cloze |

Warning: Applet Window

Figure202: Group - <Name> (Read Only) Window

6. Click the[Closg] button to return to the Groups (Read Only) window.

7. Click the[Closg] button to return to the Routing Sheet <Purchase Request Number >
window.

AcquiLine PRweb v2.3 176 July 29, 2002
Functional User’s Guide



Chapter 9: Workflow

8. Select group(s) for the new routing sheet by highlighting a desired group from the Group list
box and clicking the[ p ] button.

Note:  All groups that the PRweb System Administrator created displaysin the Group list box.
As groups are added to the routing sheet their group name displaysin the order they were
selected in the Route To list box. Groups must be placed in routing order on the routing
sheet. The user in the zero position is the creator of the PR and cannot be deleted from
the routing sheet.

Note:  Groups may be removed from the routing sheet by highlighting the desired group from
the Route To list box and clicking the[ ¢ ] button.

9. Click the[Select] button next to the Route to PD? User field.
The Select PD? User window opens.

Select PD? Uszer

FPD User?
Dramirnic Joel

Sarah Jopce
System Adminiztrator

Select i Cancel

|Warning: Applet Window

Figure 203: Select PD? User Window

Note:  When the user clicks the [Select] button next to the Route to PD? User field on aroute
sheet for a PR Mod, a message displays that indicates that the PR Mod will be routed to
the PD? user that owns the conform copy of the PR.

10. Highlight the appropriate Contracting Officer.

11. Click the [Select] button.
The PD? user selected displays in the Route to PD? User field on the routing sheet.

12. Click [OK] to initiate the routing shest.

Create Routing Sheet — Template

PRweb employs the use of templates to facilitate the routing process. Users with appropriate
security access can create individual route templates. Selecting the Template radio button
activates the Templates drop-down list box and allows the user to display global and individual
templates. The user can then select the desired template.
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To create aroute sheet using the Templates criteria:
1. Fromthe PRweb user’s desktop, highlight a PR.

2. From the menu, select Purchase Request > Route.
The Routing Sheet - <Purchase Request Number> window opens.

3. Select the Template radio button.

& Rrouting Sheet - PRO103 X
Routing Sheet

View Routees By : [ &l Users

Templates

I[Nu:une] ;I

Template Route To
0 - Michelle Wiy

=
-~

Select Al I

Route to PD* Uset: I Zelect... |
Yiewy Groups... | Ok | Cancel |

|Java Applet Window

Figure 204: Routing Sheet - <Purchase Request Number> Window

4. Select the desired route template from the Templates drop-down list box.

5. Select routees for the new routing sheet by highlighting the desired members from the
Template list box and clicking the[ p ] button. Click the [Select All] button below the
Template list box to select all members of the template.

Note:  Routees may be removed from the routing sheet by highlighting the desired routee from
the Route To list box and clicking the[ ¢ ] button.

6. Click the [Select] button next to the Route to PD? User field.
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The Select PD? User window opens.

Select PD® Uszer

FPD User?
Drarninic Joel

Sarah Joypce
System Adminiztrator

Select i Cancel

|Warning: Applet Window

Figure 205: Select PD? User Window

Note:  When the user clicks the [Select] button next to the Route to PD? User field on aroute
sheet for a PR Mod, a message displays that indicates that the PR Mod will be routed to
the PD? user that owns the conform copy of the PR.

7. Highlight the appropriate Contracting Officer.

8. Click the [Select] button.
The PD? user selected displays in the Route to PD? User field on the routing sheet.

9. Click [OK] to initiate the routing sheet.

Editing a Routing Sheet

PRweb users with appropriate security access may edit (add and remove users from) an existing
routing sheet.

To edit arouting sheet:

1. From the PRweb user’s desktop, open aPR.
PRweb users can edit routing sheets for PRs that reside in their Inbox and Outbox.

2. From the menu, select File > Route.
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The Routing Sheet window opens.

Routing Sheet - 123 Train

Routing Sheet

View Routees By ™ All Users

€ Group Templatez
" Template ;I

Uzer Raoute Ta

23456723901 2345672901 22345 0-PEGEY THOMPSOM
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BaRBARA ERROR 2
BaARBARS LISER A&

Seleahsl |

Route to POE ser: I Calect |
Wiew Groups... | Cancel |

|Warning: Applet Window
Figure 206: Routing Sheet - <Purchase Request Number> Window

3. Select additional routees for the routing sheet by highlighting desired users or groups from the
User, Group, or Template list box, respectively, and clicking the[ ) ] button.

4. Remove routees from the routing sheet by highlighting desired users or groups from the
Route To list box and clicking the [ ¢ ] button.

Note:  Edits must reflect the appropriate route sequence. For example, to add a routee before an
existing routee, remove the existing routee, add the new routee and then re-add the
original routee. The creator of the PR may not be removed from the routing sheet.

5. Change the PD? user designated to receive the PR in the Route to PD? User field if
necessary.

6. Click [OK] to save changesto the routing sheet.
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Creating a Non-Custom Routing Sheet

Users with non-custom routing privileges may create routing sheets based only on defined
templates. Users do not have custom routing privilegesif they are members of security groups
that cannot custom route. These security groups can have one or more routing templates
associated with them. The PRweb System Administrator maintains security groups.

Creating Template Route Sheet by Selection

Users with non-custom routing privileges may be assigned to a security group with more than one
routing template associated with it. In this case the user may choose the routing template to route
aPR.

To create arouting sheet:

1. From the PRweb user’s desktop, highlight a PR.

2. From the menu, select Purchase Request > Route.
The Routing Sheet - <Purchase Request Number> window opens.

Routing Sheet - ABC123 E
Templates; |[Mone] |

Routees:

PD= Lzer:

k. Cancel

|Warning: Applet \Window

Figure 207: Routing Sheet - <Purchase Request Number> Window

3. Select the desired route template from the Templates drop-down list box.

The members of the template display in the Routeeslist. The PD? user associated with
the template displaysin the PD? User field.

4. Click [OK] to save the routing sheet.
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Creating Template Route Sheet by Non-Selection

Users without custom routing privileges may be assigned to a security group with only one routing
template associated with it. In this case the PR is automatically routed when the user chooses to
route the PR.

To create arouting sheet:

1. From the PRweb user’s desktop, highlight a PR.

2. From the menu, select Purchase Request > Route.

The PRis routed automatically. The Information window opens.

Information

& Purchaze Request ABC123 hasz been routed
succeszfully.

|Warning: Applet Window

Figure 208: Information Window

3. Click [OK] to return to the PRweb desktop.

Approvals
The PRweb module facilitates the electronic approval of PRs and PR Mods. When aPR or PR

Mod isreceived in auser's I nbox, that user can review and approve the document, reject the
document, or designate contingent approval of the document.

Approving a Purchase Request or PR Mod

PRweb users may electronically approve a PR or PR Mod. An approved PR or PR Mod is
removed from the user’s desktop and continues on through the routing process to the next user
designated on the routing sheet.

To approve aPR or PR Mod:

1. Fromthe user’s desktop, highlight the desired PR or PR Mod contained in the Inbox.

2. From the menu, select File > Approve.
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The Approval - <Purchase Request Number> window opens.

Approval - 123Train Ed
Approval
Status:

Comments:

k. Cancel

|Warning: Applet Windaw

Figure 209: Approval - <Purchase Request Number> Window

3. Select “approved” from the Status drop-down list box.

4. Enter commentsin the Commentsfield, as necessary.

Note:  The Comments, Approval Date, and Status display in the Approva History. For more
information regarding Approval History, refer to this chapter on “View Approval
History”.

5. Click [OK] to approve the PR.

The PR displays in the I nbox of the next user designated on the routing sheet. If there
are no more PRweb users on the routing sheet, the PR displays in the I nbox of the PD?
user designated on the routing sheet.

Notee Anemail aertissent to al users on the routing sheet when a PR is marked “ Rejected”
or “Contingent”. The e-mail contains the comments entered in the Approval window.

Rejecting a Purchase Request

PRweb users may reject a PR or PR Mod during the approval process. The rejected document
continues on through the routing process to the next user designated on the routing sheet. A copy
of the rgjected document remainsin the Regjecting Authority’s Inbox as areminder that the user
has a rejected document that requires change, either by the user, the creator of the document or
another user on the routing sheet. The PR or PR Mod is not sent to PD? until it is fully approved.

Toreject aPR or PR Mod:
1. Fromthe user’s desktop, highlight the desired PR or PR Mod contained in the I nbox.

2. From the menu, select File > Approve.
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The Approval - <Purchase Request Number> window opens.

Approval - 123Train Ed

Approval
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k. Cancel
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Figure 210: Approval - <Purchase Request Number> Window

3. Select “rejected” from the Status drop-down list box.

4. Enter commentsin the Commentsfield, as necessary.

Note: The Comments, Approval Date, and Status display in the Approval History. For more
information refer to this chapter on “View Approval History”.

5. Click [OK] to rgject the PR or PR Mod.

The creator of the PR or PR Mod receives an e-mail aert. The document remainsin the
Inbox of the rejecting authority. If there are no more PRweb users on the routing sheet, the
document remains in PRweb until the rejecting authority approvesthe PR. At that time, the
document displays in the Inbox of the PD? user designated on the routing sheet.

Note Anemail aertissentto al users on the routing sheet when the document is marked
“Approved”, “Rejected” or “Contingent”.

Designating Contingent Approval of a Purchase Request

PRweb users may give contingent approval of a PR or PR Mod. Contingent approval of the
document does not stop the approval process. The doucment continues on through the routing
process to the next user designated on the routing sheet. A copy of the document remainsin the
approving authority’s Inbox as areminder that the user has a PR or PR Mod that needsto be
changed, either by the user, the creator of the document or another user on the routing sheet. The
document is not sent to PD? until it is fully approved.

To give contingent approval of aPR or PR Mod:
1. Fromthe user’s desktop, highlight the desired PR or PR Mod contained in the I nbox.

2. From the menu, select File > Approve.
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The Approval - <Purchase Request Number> window opens.

Approval - 123Train Ed
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Figure211: Approval - <Purchase Request Number> Window

3. Select “contingent” from the Status drop-down list box.

4. Enter comments as necessary in the Commentsfield.

Note: The Comments, Approval Date and Status display in the Approval History. For more
information regarding Approval History, refer to this chapter on “View Approval
History”.

5. Click [OK] to authorize contingent approval of aPR or PR Mod.

The creator of the PR or PR Mod receives an e-mail aert. The document remainsin the
Inbox of the user who gave contingent approval of the document. If there are no more PRweb
users on the routing sheet, the document remainsin PRweb until the contingent approver
approves the document. At that time, the document displaysin the Inbox of the PD? user
designated on the routing sheet.

Notee Anemail dertissent to al users on the routing sheet when a document is marked
“Approved”, “Rejected” or “Contingent”.

View Approval History
PRweb users may view the Approval History of a PR or a PR Mod that currently resides on their
desktop. The Approval History displays the approval status and date for all users assigned to the
routing sheet and any comments that may have been included. Thelist displaysin chronological
order with the most recent approver as the last entry. |f the document is returned routed from PD?
the status shows as return routed.
To view Approval History:
1. From the user’s desktop, highlight a PR or PR Mod.

2. From the menu, select Purchase Request > View Approval History.
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The Approval History - <Purchase Request Number> window opens.

Approval History - View Approval History x|

Approver | [rate | Statuz | Comments
Drfdbdbd MO H 16-Map-20001  approved
ADUSERT0H 16-Map-20001  approved
ADUSERT1H 16-tap-2001  approved

zrwebdyd [PDE] 18-t ap-2001  return routed

Cloze |

|Warning: Applet Window

Figure 212: Approval History - <Purchase Request Number> Window

Note:  Using the Approval History is an effective way of determining the location of a given PR
or PR Mod.

3. Click the [Closg] button to close the Approval History window.
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Chapter 10: Reports

PR Status Report In This Chapter...
PRweb users can generate PR status reports to Using the Reports function described
identify the procurement stage for agiven in this chapter, you can:
requirement. The PRweb module directly :
interfaces with PD? and pulls up-to-date O VICFRIEE ISREFENS
information for the requesting agent. The user can e  Generate pre-formatted Standard
view the PR Modification, milestone plan, Reports

solicitation, and award for a given requirement.
To generate a PR Status Report:

1. Fromthe menu, select Purchase Request > PR Status Report.
The PR Status Report window opens.

Note:  The PRweb, All, and Group(s) radio buttons on the PR Status Report window are
based on rights assigned to a user at the group or user level by the System Administrator

and may not display for every user.
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Surnrmary HeRnrL. |
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Figure 213: PR Status Report Window

2. Select the appropriate Sear ch By radio button.

PR No.:

The PR No. radio button allows the PRweb user to search by a specific purchase
request number. Users can enter the first character of the purchase request
number in the Sear ch Criteriafield, followed by the “%" sign, and all PRs
beginning with that character that also meet the other criteria designated in the
PR Status Report window display.

The Desc. radio button allows the PRweb user to search by a specific PR
description. Users can enter the first character of the PR description in the
Search Criteriafield, followed by the “%” sign, and all PRs beginning with
that character that also meet the other criteria designated display.

3. Select the appropriate Display radio button.

My PRs:

PRweb:

All:

The My PRsradio button allows the user to display only PRs that were created
by the user and reside in PD? PRs that are return routed from PD? do not
display.

The PRweb radio button allows the user to display PRs that were created by any

PRweb user and residein PD%. The PRweb radio button is visible only if the
user hasrights.

The All radio button allows the user to display all PRs that reside in PD?
including PRs created in PRweb. The All radio button isvisible only if the user
has rights.
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Group(s):  The Group(s) radio button allows the user to display the PRs that reside in PD?
and were created by members of the group(s) she/lhe manages. The Group(s)
radio button enables a drop-down list box listing all the groups the user
manages. |If the non-administrative user manages more than one group, the
drop-down list box includes the “ All My Groups® option. The drop-down list
box is disabled if the user is the manager of only one group. The Group(s)
radio button and drop-down list box are not visible to a non-administrative user
that is not the manager of any groups.

4. Enter the Search Criteria followed by the universal search symbol (%).

Note:  For more information regarding the use of the Search Criteriafield, refer to “ Search
Function” section in Chapter 2: PRweb Desktop.

5. Enter abeginning date in the Begin Date field.

Entering a Begin Date further qualifies the search to find only those PRs that were created on
or after the entered date. Users can enter the date manually or utilize the Auto-Calendar
feature.

6. Enter an end datein the End Date field.

Entering an End Date further qualifies the search to find only those PRs that were created on
or before the entered date. Users can enter the date manually or utilize the Auto-Calendar
feature.

Note:  Both the Begin Date and End Datefields are required.

7. Select the [Search] button to view the results of the search.
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Query results display in the query box on the left side of the window.

Bl Query Result Search Criteria Search By Display
d] 7001 | & MyFRs " FRweb
I_%l--:award Begin Date End Date " PR No. Al
B VECEBVUZLO000 (B [os nye002 TR, [15Juleonz | TR
£ Solicitation | @ | @ " Desc.
VECEB1-02T0010 | Seach | Clear |  Ciose |
B3 Milestane Plan
~ T PR Number  [TO1
Creation Date: [06/25/2002
Deszcription; |nne
Feguestor FD= Document Owner
ERIK BADILLD |Erik B adillo
erik_g_badillatEams. com Purchase Action
|Sma|| FPurchase
Total Est. Cost Total Funded Amt. Pricirity
[$10.000 [+10,000 |
Line [tems
| # | Desc. | Delven Date | [ty Tot. Est. Cost F|
aam 15-Jul-2002 1000 $10,000.00
KD | 3

Surmmary Repart.... |

X

|Warning: Applet Windaw

Figure 214: PR Status Report Window

8. Double-click a PR beneath the Query Resultsicon.

Note:

Each result contains a parent PR folder with three associated folders: Award, Solicitation,

and Milestone Plan.

9. Open asub-directory folder and highlight the associated object number to display status
information.

Note:

Selected object information displays in the lower right corner of the PR Status Report
window. Only sub-directory folders with a plus sign (+) next to them can be opened.

10. Click the[Summary Report] button to view the Summary Report window.
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The Summary Report window opens.

Summary Report ﬂ

FR Mumber Appry. Cancl | Solicitation Releazed Award Released Funded Amaount($]

Approved M WECEET-02-T-0010 WECER1-02-C-0001 $10,000.00

Cloze |

Warning: Applet Window

Figure 215: Summary Report Window

Note: The Summary Report window provides a snap-shot of the procurement actions for all
PRs displayed in the PR status query results.

Note:  For aquick way to search alist, refer to the * Searching Within A List” section in Chapter
2: PRweb Desktop.

11. Click the [Closg] button to return to the PR Status Report window.
12. Click the [Clear] button to clear the criteria and create another query.

13. Click the [Closg] button.

Standard Reports

PRweb users can generate pre-formatted reports, pulling information directly from the PRweb and
PD? databases. PRweb users can request custom reports from American Management Systems
(AMS). Currently, there are three standard reports: PRweb L ocator Report, View Canceled PR
Status Report and View Open PR Status.
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PRweb Locator Report
1. Fromthe menu, select Purchase Request > Standard Reports.

The Standard Reports window opens.

standard Reports x|

Select Report
M ame | Dezcription
FRweb Locator Report Location of PR in route for five or more elapsed days.
Wiew Canceled PR Status Report Repart on canceled PRz
Wigw Open PR Statuz Report Repart on location of non-approved PR3
0 | 3
Sort By

| ~

Enter the new value far:

I Eniter |

P arameter Walle

] 4 Cloze

Warning: Applek Window

Figure 216: Standard Reports Window

2. Double-click the PRweb L ocator Report from the Select Report panel.

Notee The PRweb Locator Report providesalist of all PRsthat have been in PRweb for a
minimum of five days. The report displays associated information for each of these PRs
(i.e., PR number, description, creator, and creation date) including the total of daysin
route and in PRweb, the name of the user and/or group who had the PR the longest and
number of daysin the longest station. The report also displays the current station and
number of daysin that station.

3. Choose the desired Sort By option from the drop-down list box.

The Sort By drop-down list box allows the PRweb user to sort the information in the report
by the text in any data column that is available in the Sort By drop-down list box.
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Standard Reports x|

Select Report
M ame Dezcription

FRweb Locator Beport Location of PRz in route for five or more elapzed day
Wiew Canceled PR Status Report Report on canceled PRz

Wigw Open PR Status Report Repart on location of non-approved PR -
LI 5
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0k, Cloze
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Figure 217: Standard Reports Window

4. Click [OK] to generate the Report.
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The PRweb Locator Report window opens.

PRweb Locator Report
PR Numl:u| Descriptinl Creatar | Ereatinnq Station |:|f| ﬂu:ufDa_l,ls| Eurrent5t| ﬂu:ufDa_l,lsl Total Da
2 234ex Copy of e uzery 2001-04-31 uzerd 9 uzerd 9 9
BE7Otest  Copy of te: uger? 2007 -04-31 wzerd | uzerd 9 9
DABT43-C DABT43-C dvamming 20010411 usery 14 LZEMY 14 14
SPAII0N-E WAIT 4-27 ADuzerlf 2001-04-17 ADuser2ff 22 ADuzerzft 22 22
SPAZE0-9 2WAIT 4- ADuzerld 2001-04-10 ADuser2ft 21 ADuzer2ft 21 21
report] report] LIZElZ 20010410 uzers 15 LIz 15 13
reports reports Lzerz 20071-04-1! uzerm 15 LZEIMm 15 15
reporkd reporkd LIZEm 2001-04-20 uzerg 15 Lzerg 15 15
reporth reporth LIz 2001-04-2 u=eng 15 LzErg 15 15
reports reports Lizemny 2007-04-20 uzerg 15 uzErg 15 15
test03 test03 |lzerb 2001-04-17 Usend, 26 Llzerd, 26 26
testB¥3  testing e-m ugerd 2007-04-21 uzerb 9 uzerb 9 9
textPR 737 Copy of ke usery 2001050 uzerb g Lzerh 3 3
testroute]  best routing Wserg 2000 -04-21 [testgrd] 13 [testard] 13 13
| 3

L | < BEreymaus [Metalz Frint HTHL Report
|Warning: Applet \Window

PR Number

Description

Creator
Creation Date

Station of Longest Stay

# of Daysin Longest Station

Current Station

# of Daysin Current Station

Total Daysin Route

Figure 218: PRweb Locator Report

The number designated in the Pur chase Request
Number field of the PR.

The full description contained in the Description
field.

The creator of the PR.
The creation date of the PR.

The name of the user who had the PR in his’her Inbox
the longest.

The number of days that the PR was in the longest
station user’s Inbox.

The name of the user who currently hasthe PR in
hig’her Inbox.

The number of days that the PR has been in the user’s
or group’s Inbox.

Thetotal number of days, from the route date to the
report generation date, that the PR has been in PRweb.

Note:

The user can adjust the width of each column by clicking on the line separating each

column and holding down the left mouse button and dragging the cursor to the right or

left.
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Print HTML Report:

Details:

Previous:

<<

When auser clicksthe[Print HTML Report] button the Custom
Reports—Internet Explorer window opens allowing the user to
print the PRweb L ocator Report.

The [Details] button allows the user to view details associated with a
PR. The[Details] button is enabled only if there are additional
details associated with the report currently displayed on the screen.

A user selects arow from report in the window and clicks the
[Details] button to view the details.

The [Previous] button allows the user to return to the previous
Standard Report window. The[Previous] button is enabled only if
thereis any preceding information. A user selects the [Previous]
button to display the information previously viewed.

Press the [<<] button to return to the Standar d Reports window.

5. Click the [Closg] button to return to the Standar d Reports window.
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View Canceled PR Status Report

The View Canceled PR Statusreport providesalist of al PRs created in PRweb that have been
canceled in PD?.

1. Fromthe menu, select Purchase Request > Standard Reports.

The Standard Reports window opens.

Standard Reports x|

Select Report

M arne | Dezcriptian
FRweb Locator Report Location of PR in route for five or more elapzed days.

Wiew Canceled PR Status Report Report on canceled PRz
Wiewe Open PR Statuz Report Fieport on location of non-approved PR

1 |
Sort By
| =l

Enter the new value far:

I Erter |

Parameter W alue

0k, Cloze

Warning: Applet Window

Figure 219: Standard Reports Window

2. Double-click the View Canceled PR Status from the Select Report panel.

The View Canceled PR Status Report provides alist of all PRs created in PRweb that

Note:
have been canceled in PD?%

3. Choose the desired Sort By option from the drop-down list box.

The Sort By drop-down list box allows the PRweb user to sort the information in the report
by the text in any data column that is available in the Sort By drop-down list box.
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Standard Reports
Select Report

M arne | Deszcription
PRweh Locatar Bepart Lacation of PRz in raute far mare than five days.

Yiew Canceled PR Status Heport Report on canceled PR
iews Open PR Statuz Report Report on location of non-approved PRz

M
Sort By
IF'FE Murnber ;I

E nter the new value far:

Parameter Y alue
BEGIM DATE 01012000
EMD_DATE 039/28/2000
ORIGINATOR 4
Ll 3

0k Cloze

|'W'arning: Applet tindow

Figure 220: Standard Reports Window

4. Double-click the desired Par ameter from the panel.

Note:  The Parameter table allowsthe user to further define the search results. For example, if
a user wanted to view PRs created on a specific day, the user can select the
BEGIN_DATE and END_DATE parameter from the table and that date can be entered in
the Enter the new value for box. If the user changes the Parameter, the user must click

the [Enter] button for changes to take effect.

5. Click [OK] to generate the report.
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The View Canceled PR Status Report window opens.

Yiew Canceled PR 5tatus Report
PR Murnber | D ezcription | Creatioh Date| Originatar | Canceled Da1 Canceled By | kO Mates

canceled] canceledl 20010514 0¢ bhtest 20010514 10 bbr22d42

cahceled1]  canceled10  20071-05-14 10 bhtest 2001051410 bbrz2d42

canceled? canceled? 20010514 ¢ bhbtest 20010514 10 bbr22d42

cahceled3 cahceled3 20010514 ¢ bbtest 2001051410 bbr22d42

canceledd canceledd 20071-05-14 0 bbtest 200-05-14 10 bbr22adz

cahceleds cahceleds 20010514 0° bhtest 2001051410 bhr22d42

cahceleds cahceleds 20010514 ¢ bbtest 2001051410 bbrz2d42

canceled? canceled? 20010514 10 bhbtest 20010514 10 bbr22d42

cahceledd cahceledd 20010514 10 bbtest 2001051410 bbr22d42

canceledd canceledd 20071-05-14 10 bbtest 200-05-14 10 bbr22adz

LI 3

B | < Brevious [etas s Prirt HTHL Feport

|Warning: Applet \Window

Figure 221: View Canceled PR Status Window

Note:  The user can adjust the width of each column by clicking on the line separating each
column and holding down the left mouse button and dragging the cursor to the right or
left.

Note:  Theuser can click the [<<], [Previous], [Details], or [Print HTML Report] button to
aid in the report generation process.

6. Click the [Closg] button to return to the Standar d Reports window.

View Open PR Status Report

The View Open PR Status Report provides alist of all PRs currently in PRweb and their current
location.

1. Fromthe menu, select Purchase Request > Standard Reports.
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The Standard Reports window opens.

Standard Reports x|

Select Report

M ame | Dezcription
FRweb Locator Report Location of PR in route for five or more elapzed days.

Wiew Canceled PR Status Report Report on canceled PRz
Wiew Open PR Statuz Report FReport on lozation of non-approved PR+

1 |
Sort By
| =l

Enter the new value far:

I Erter |

Parameter Walle

0k, Cloze

Warning: Applet Window

Figure 222: Standard Reports Window

2. Double-click the View Open PR Status Report from the Select Report panel.

3. Choose the desired Sort By option from the drop-down list box.

The Sort By drop-down list box allows the PRweb user to sort the information in the report
by the text in any data column that is availablein the Sort By drop-down list box.
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Standard Reports

Select Report
M arne | Deszcription

PRweh Locatar Repart Location of PRz in raute far mare than five days.

Yiew Canceled PR Status Report Report on canceled PRs

Yiew Open PR Status Bepart Report on location of non-approved PRz

LI 3
Sort By

IEreatinn Date ;I

E nter the new value far:

Parameter Y alue
BEGIN DATE 01012000
EMD_DATE 039/28/2000
ORIGINATOR 4
Ll 3

] Cloze

|'W'arning: Applet tindow

Figure 223: Standard Reports Window

4. Double-click the desired Par ameter from the panel.

Note:  The Parameter table allows the user to further define the search results. For example, if
auser wanted to view PRs created on a specific day, the user can select the
BEGIN_DATE and END_DATE parameter from the table and that date can be entered in
the Enter the new valuefor box. If the user changes the Parameter, the user must click

the [Enter] button for changes to take effect.

5. Click [OK] to generate the report.
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The View Open PR Status Report window opens.

View Open PR Statuz Report
Creation D ate | Originator | PR Murnber | Dezcription | Location | Status =
2000-03-01 16:% shannon® inztall test inztall best shannor® draft =
2000-03-01 16 zhannon® initialbuild initialbuild ghannon™ draft
2000-03-01 17:2 denabyw1# b b denabyw1 draft
2000-03-0512:2 denaby1# bee 325400 bee 525400 denabyw1# draft
2000-09-0512:F pamuzer®] create DPAs Priority Rz pamuszert] draft
2000-03-06 10:% denaby1# 9/6/2000 b 97642000 denabwld draft
2000-09-06 12:C bbtest bbzuggested ve bbsuggested ve PamiGipl pending appr
2000-03-06 12:1 bhtest bbvigwmwszums bbvigmzumz bbhannah rejected
2000-09-06 121 bbtest bbwiewsum bbwiewsumz bbgab pending appr
2000-03-06 137 bhbtest bbdontyiew bbdontyiew bhtest draft
2000-03-06 13 bbtest bbrview bbevisw bhtest draft
2000-03-06 134 acquzerh 123Train Training acquzerh draft
2000-09-06 135 bbtest mijtestiorbb bbtestattachmer bbtest draft
2000-09-06 14:z bhtest bbaddinpd bbaddinpd bhtest draft
2000-09-06 15:1 bbtest bbaddsuggvend bbaddsuggvend bbbaley pending appr
2000-09-06 15:2 dwamminol DD254 DDZ254 dvamminoz$ rejected
2000-09-06 15:2 dvamminol# DD254 DD254 dvammino2$ pending appr
2000-03-06 15:2 michaelk, 00052000-0302: Code Revizsion & michaelk draft
2000-09-06 15:E tp 032309-2w Contract Level F tp draft
=l +

e | < Frevious [etas Print HTL Report
|Warning: Applet Wwindow

Figure 224: View Open PR Status Window

Note:  The user can adjust the width of each column by clicking on the line separating each
column and holding down the left mouse button and dragging the cursor to the right or

left.

Note:  The user can click the [<<], [Previous], [Detailg|, or [Print HTML Report] button to
aid in the report generation process. Click the [Close] button to return to the Standard

Reportswindow.
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Chapter 11: Transfer Document

The Transfer Document functionality allows a PRweb In This Chapter...

user with managerial rights to transfer PRs and PR

Mods from one managed user to another managed Using the Transfer Document feature
user. The manager is able to transfer PRs and PR described in this chapter, you can:
Mods that reside in a managed user’ s Drafts, Inbox,

and Outbox folders. However, PRs or PR Mods are e Transfer ownership of PRsor
not available for document transfer if the document PR Mods from one manager
resides in the Inbox folder and has been routed to a user to another managed user

group.

Transfer a Document

To transfer a document:

File Preferences Purchase Reguest
ERER]Cr=tt=
I:l [Iglaluk
- Duthax
I:l Archive

I mavayhlanager

|..|ava Applet wWindow

Figure 225: PRweb Transfer Menu — Manager Desktop

1. Fromthe menu, select Transfer - Transfer Documents.

AcquiLine PRweb v2.3 202 July 29, 2002
Functional User’s Guide



Chapter 11: Transfer Document

The Select Managed Users window opens.

Notee The Managed Userslist box displays all the users that the current user manages.

i Select Managed Users -0l x|

b anaged L zers

Transfer From

Llser Marme Full Mame El
onyxboo Michelle Way |
gdonaohue GEME DOMOHLE :
L AN 2

vy VAN 3 Transfer T
nicole BwWatzaon ANEIEr e
nicalep NICOLE =
rwaydanager b A MANAGE E' |
denavamminol#®  DEMNA WVARNIMNOT3

et Cancel

Warning: Applet Window

Figure 226: Select Managed Users Window

2. Select Transfer From user by highlighting the user from the Managed Userslist box and
clicking the[ » ] button.

The selected user’s Full Name displays in the Transfer From field as read-only.

Note:  The selected user may be removed from the Transfer From field by clicking the[ ¢ ]
button.

3. Sdect Transfer To user by highlighting the user from the Managed Userslist box and
clicking the[ » ] button.

The selected user’s Full Name displaysin the Transfer To field as read-only.

Note:  The selected user may be removed from the Transfer Tofield by clickingthe[ « ]
button.
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i Select Managed Users -0l x|

b anaged Lzers

— Tranzfer From

Llser Mame Full Mame

oryxboo Michelle Way IMW‘WS
gdonohue GEME DOMOHLUIE

(LT AN 2

nicole B Watson

— Transfer Ta

mwavhdanager A AR AGE
denavamminol# DEMA WVAMMIMOTS

|NII:IIILE

et Cancel |

Figure 227: Select Managed Users Window

4. Click the [Next] button to search for documents.

The Document Search window opens.
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i Document Search =10l x|
Search Criteria Search By
% & Document Murber

: - £ NSM
gar |
" Description

Select Documents to Transfer from mwap3

Document Type | Document Mumber Description MNEM
Select
Selected D ocuments o Transfer bo nicole
Document Type Document Mumhber Description MER
Remove |
N1 Cancel |

Warning: Applet Window

Figure 228: Document Search Window

5. Enter valuesin the Search Criteriafield.
6. Select appropriate Sear ch By radio button.
7. Click the [Search] button.

The search results display in the Select Documents to Transfer from <Transfer From
User Name> list box.

Note:  Only PRsand PR Mods contained in the Transfer From user’s Drafts, Inbox, and
Outbox folders display. Documents contained in the Archive folder are not available for
transfer. In addition, PRs and PR Mods are not available for document transfer if the
document resides in the Inbox folder and has been routed to a group of users.
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i Document Search 10l x|

Search Criteria Search By

4

Select Documents to Transfer from mwap3

& Document Mumber

: - £ NSM
gar |
" Description

Document Type | Document Mumber Description MNEM =
PR 2A00GS Test 06M1/02
PR Mod @AD069-00M PR Mod {Info CLINPric
PR aA0070 Test 06/ 2702
PR Mod 2A0072-0001 PR Mod 06M2/02 5210-00-243-33449
PR 2A007A Test06M 2102 - Test S0 MWO1-02-123-4567
PR @A00e0 By 061 3m2 1005-01-134-3621
- Selact
Selected D ocuments o Transfer bo nicole
Document Type Document Mumhber Description MER
Remove |
N1 Cancel |

Warning: Applet Window

Figure 229: Document Search Window

8. Select the documents to be transferred by highlighting the desired documents from the Select
Documentsto Transfer from <Transfer From User Name> list box and clicking the
[Select] button.

The selected documents displaysin the Selected Documentsto Transfer to <Transfer To
User Name> list box.

Note:

Multiple documents can be selected or removed by using the <Shift> or <Ctr|> keys.
Also, the manager is able to double-click a document to move it back and forth between
the Select Documentsto Transfer from <Transfer From User Name> list box and the
Selected Documentsto Transfer to <Transfer To User Name> list box.

Note:

A document may be removed from the Selected Documentsto Transfer to <Transfer
To User Name> list box by highlighting the desired document and clicking the
[Remove] button. The removed document will display in the Select Documentsto
Transfer from <Transfer From User Name> list box.

Note:

Documents that display in the Selected Documentsto Transfer to <Transfer To User
Name> list box remain, unlessremoved. Thus, the manager is able to perform multiple
searches in order to select documents.

AcquiLine PRweb v2.3
Functional User’s Guide

206 July 29, 2002



Chapter 11:

Transfer Document

i Document Search 10l x|
Search Criteria Search By
% & Document Mumber
z h £ NSM
sarc |
" Description
Select Documents to Transfer from mwap3
Document Type | Document Mumber Description | MNEM =
PR MRS PR 052002-05 1005-00-6559-1031 |
PR PR AMDT02 Copy of PR with 2clins 8115-00-134-3655
PR QA0025h0 Inbox Inbox
PR FROOTA Test06M 2102 - Test S MYWO1-02-123-4567
PR 2A0001 Test0ar31502 1005-00-921-5004
PR 2A0004 Test05/31002 1005-00-312-T177
- Selact
Selected Documents to Transfer to nicole
Document Type Document Mumhber Description MER
PR GADDYO Test 061 2102
PR Mod GAQDY2-0001 PR hod 061202 A210-00-243-3349
PR CANDYS Test 06M 2002 - Test So Mwy01-02-123-4567
Femaove |
aK Cancel |
Warning: Applet Window
Figure 230: Document Search Window

9. Click the [OK] button in the Document Sear ch window.

10. Click [Yeq] to the Confirmation.

Note:

them of the documents that were transferred.

E-mail notifications are sent to the Transfer From user and Transfer To user informing
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Chapter 12: Help

The Help menu provides the PRweb user with In This Chapter...

various modes of user support including access to

PRweb online help, SPS/AcquiLine Help Desk, and Using the Help functions described
About PRweb. in this chapter, you can:

e Access PRweb online help
e Contact the help desk
e Learn more about PRweb

=10] x|
PRwwek Help...
H Cortact Help Desk. .
G- Duthox s
D Archive About PRwweb ..
I HTEy
IJava Applet Window
Figure231: PRweb Help Menu
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PRweb Help

The PRweb Help menu option allows the AcquiLine PRweb user to access the on-line PRweb
Help Guide.

To access the PRweb Help Guide:

1. Fromthe menu, select Help > PRweb Help.
The AcquiLine PRweb v2.3 Help window opens.

ET I T T T ] =1=1=l
| B+ 2l ian Faesde Tub S Ei
| b - = - @ [F | Ssan EEuls b Bhe s3 B - o
|:.:|d-¢:s |g QAT EETERTY N TR YT AL DR N 30 [ N E TR T N Y J -Ef-in:;
|ike & EnmulinFaos @ICLAIIEEE ENKOENTE & VECCFME FlileFul A -PRnel #FToun ek el Vaimer £ a3 FReas2
=l
Shi- | o |
Acqulline PRWBO VZE Halp
il e T AL Line PR el el
hena ale ITary el e d=ars 2 F 3agate a0 18 Te TIF 36 e b Tt 01 vou 183d 1ok £ 1ihe HOve LM L, F3G3 10 D 5 vewers o se v o R AR queshons, 31 36 36l
s e lebeoe e boginn 7oy scel Te s i o ol sl Tabihe ol Conhanls ndiz oo Semecho sl by clickimg e oo Stoese] D oallon ke s Tochid 00 00 wiig i i,
pane el = e ac e ol ek Hide butny 1 Honwese] = s s (25 ar 422 vl 2 vy i F o wrha - wangh-ar -p T b e
Addi 0 vou iz zule aovse vac bz b gse's Dack’ 20 J Morand] Lalleres = von onoabe T e gez oo e ibeeni=L WA st b, o2ngie ooond= adior abrases s
high aFac Cllck Jh e EE WORE ard PRIREEE B0 7 9e JLTIFMRCHSH AR sl o aban et
How Do 1. 7: Help Topica
Functional User: Purchase Request Creadon and Management
Syxtern Adminietrator: Site end Pareonnel Management
About Acquiling PRwek
Acquil ine
o panred ey Sisitin sululives.
]
@ name | |§ @5 terelieret
Figure 232: AcquiLine PRweb 2.3 Help — Microsoft I nternet Explorer Window
2. Double-click on the desired topic.
Contact Help Desk
The Contact Help Desk menu option allows the PRweb user to access the PRweb Product
Support web page and submit/receive electronic questions/answers for functional and technical
issues.
To contact the SPS/AcquiLine Help Desk:
1. Fromthe menu, select Help = Contact Help Desk.
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The PRweb Product Support web page opens a new Web browser window.

E Froodort anppeat | Al ine D ek - Miceosndt [nEeme L xploeer penoided by 895 :E = II—| ﬂ
J ke EdF Yre -pernms _wls Hep |-
| =cak - = - 5[5 & | hzearh [Fzorte:  HHebor: |%- = BT .S

J.ﬁgdmsslﬁ D Maoguii woa mei Loooolaogee=l Zael)T0ET d f':“E: |_L'n~s =

AcquiLine

Knewincign Fann

earcl the KL

" nbe i A - mearch

Suile Infu SPSIAun iLine HEIFI Desk a vl aaleL i el bl

RS
T Saarch...
Bt Fuaboiuy
TR Fasers . . . u
bgr & aines [ o g wep = enwing puz e or levg quastior= Lool ane of the Sogquio e nwodulaz, 5o can
=zarch1he getens we D05 K- -wd=~gr Rass o infatnaci=- r=panding yoo - =:0m O ek hete noseaa
112 SF 3 Know edge Cree. B vourqazstion tequies 5- SIS el ek erezenative clease have »Advsread zzarch
Kladule Infa youn sile's Sulhwrizz Sl wis) Cunlacl e 325wl Sugh
Riw
TEven loola
HPres LIntzon e
N _ uembtels |
Poglc 1 ation
] Navigate | Product Support ol R | T
FPraduct Supporl —_—
Ru_iwle Hun
heE Dozc . s emm I L L
T s
[ Vlnstior e acsill 0 & 5235 chsin 1= Fasn =S
Boyu i Toai iy L b
Ehopkbs Acilibe | rEning -alendl
IAEZE=" 2GR == | [wdh 043 18, 12 SCnalzed 372 INE1Ttor-ed rainn s
O own lnads
Clay
Eisaruars

Bvocurartat on

i [ [ I remer =
Figure 233: Product Support Web Page

2. Click on SPS K nowledge Base.
The AMS SPS Knowledge Base window opens.

Here you can find answers to the most frequently asked questions about PD?, SPS-| or
PRweb. Other topicsinclude Headlines, Work Stations and Help Desk Records.
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About PRweb

The About PRweb menu option allows the PRweb user to view the application name and version.
To open the About PRweb window, select Help > About PRweb from the desktop menu bar.
To return to the desktop, click the [Close] button.

x
&cu#gff

Acguiline - PRwek
Release Yersion 2.3

American Management Systems, Inc.

Jawa Applet Window

Figure 234: About PRweb Window
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A

Access Rights

The privileges given to users by the System Administrator that determine whether they can view,
change, move, or delete an object owned by themselves or another user. Generaly, aso refersto
the privileges associated with menu choices and document creation. Access Rights are defined in
System Administration.

ACRN

Accounting Classification Reference Number. A two-position apha or a phanumeric control code
used to relate the accounting classification citation to detailed line item information.

Active Window

The window in which you are currently working (not necessarily the window that opens on the
screen). The Title Bar of an active window is highlighted in a different color, usually blue, than
any other open window on the Desktop. Any new documents created are automatically placed in
the Active Window.

ADC

After Date of Contract. Used in lieu of specified delivery dates when the delivery of an item
cannot be established until a contract isin place. Calculated based on the effective date of a
released award or the delayed effective date (whichever islater). Delivery may be specified asa
certain period of time after award of the contract. Used as one of the delivery date optionsin Line
Item Detail.

AFATA

After First Article Test Acceptance. Used to define delivery dates when a First Article Test is
required. Used as one of the delivery date optionsin Line Item Detail.

AMS

American M anagement Systems, Inc. Located in Fairfax, VA, the prime contractor of AcquiLine
PRweb and PD?.

Approval

A PRweb process that permits authorized users to electronically approve procurement documents.
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Attachment

A third party file (e.g., Word or Excel or any third party software that is OLE 2.0 compliant) used
in the procurement process. As an attachment in AcquiLine, thisfile can be associated with a
document and is represented by an icon on the desktop.

Auto Calendar

A feature that allows the PRweb user to enter adate on afield from a calendar interface.

B

Buttons

Buttons in awindow that initiate an immediate specific action; e.g., [Search], [Select], [Add] or
[Delete].

C

CLIN

Contract Line Item.

Contingent Approval

An approval action specifying that the user approves a document under certain conditions. If a
document is contingently approved, comments should be provided detailing why it has not been
“fully approved” in the field provided on the Approval Sheet.

Contacts

Names of key personnel in the Vendor and Organization profiles. Contact names display in the
appropriate fields in documents and may be used as search criteriain the Address Sear ch
window.

D
DD254

A Contract Security Classification Specification form. Thisform provides general security
requirements for a particular requirement package.
Desktop

The user's workspace in PRweb. This workspace contains job-related tools (e.g., applications,
utilities, and reference materials), items being worked on, and files of completed actions (e.g.,
documents, spreadsheets, forms, and reports).

DFARS
Defense Federal Acquisition Regulation Supplement.
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Drop-Down List Boxes

Boxes that “drop-down” to display alist of options. These are indicated with a downward
pointing arrow.

F

FAR
Federal Acquisition Regulation.

Fields

Rectangular boxes in which textual information is typed.

Folders

Containers used to organize multiple related files or documents.

G

Group

A common collection of users. Groups can be defined by office, position, or title. Group
information is maintained in System Administration.

GUI

Graphical User I nterface. The software 'front-end' to most applications that allows the use of
windowing, menu, and mouse techniques.

H

Hypertext

A form of on-line help in which users“jump” or move easily between related topics by clicking on
acertain type of text. Thisisafeaturein PRweb On-line Help.

Icons

Small pictures that represent files, applications, or documents.
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J

Job Order Number

A cost accounting number that links funding to a specific task or job; e.g., construction or ship
repair. In PRweb, job order numbers may be entered by any user. Accessto job order numbersis
limited to specified users unless access is provided to al usersin PD? System Administration. Job
order numbers are entered in procurement documents from the Funding Sour ces window.

L
Local Info

Local Information fields that are used to enter data that does not display elsewhere in PRweb or
PD2. Fields are designated locally to capture information needed for reporting and tracking
purposes.

L ogon

Accessing the PRweb appl et with a username and password.

M

Menu

A list of commands that typically appearsin abar across the top of awindow directly below the
Title Bar.

Milestone Plan

A utility used in PD? to create a schedule for completion of a contracting action and to record
progress against the schedule.

MILSTRIP

Military Standard Requisitioning and | ssue Procedure. Number may be entered in Line Item
Detail.

Multiple Deliveries

Refers to delivery information when a user has added more than one delivery in PD? to aline item.

N

NAICS

North American Industry Classification Standards. Code for the North American Industry
Classification System to classify individual businesses.
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NSN

National Stock Number. A thirteen-position alphanumeric code that specifically identifies an
item.

O

OLE
Object Linking and Embedding. Provides the interface between PRweb and third party software.

Outbox

Object in which items are placed when they have been routed to other PRweb users. Displaysasa
container on the PRweb desktop.

P

PD2

Procurement Desktop - Defense. Pronounced "PD Squared." The commercia software product
that the government acquired competitively to satisfy the requirements laid out by the Standard
Procurement System program office. A combination of operating environment, applications, and
utilities that run in Microsoft Windows.

PR

Purchase Request. The generic, non-service specific document in PRweb that is used to record the
requesting activity's requirement.

PR Mod

Purchase Request M odification. A document that is used to modify a released Purchase Request.

Preferences

A group of options that define the settings on a user's desktop.

R

Radio Buttons

Buttons that represent a group of mutually exclusive choicesin awindow. They are round and fill
with adark circle when selected.

Refresh All

Allows the PRweb user to refresh al folders on the desktop to reflect changes.

Refresh Folder
Allows the PRweb user to refresh individual folders on the desktop to reflect changes.
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Reject

An action indicating a PR has been rejected. |f a document has been rejected, comments should
be given in thefield provided on the approval sheet.

Route Template

Allows the PRweb user to create his’her own specific route templates to complement current
approval processes. Only users with appropriate security rights can create route templ ates.
Routing

Sending PRs and attachments to PRweb and PD? users. Accessed from either the Purchase
Request File menu or desktop Purchase Request menu.

Routing Sheet

A form that specifies the users to whom a document is to be routed and the order in which that
routing is to occur.

S

Select

The process of clicking on or highlighting an object.

SPS

Standard Procurement System.

SubCLINs
Sub Contract Line Items.

System Administration

A series of tasks that the System Administrator uses to manage and support PRweb features, such
as security, access rights, user information, and templates. For more information on System
Administration, refer to the AcquiLine PRweb System Administrator’s Guide.

System Administrator

Title given to the person(s) responsible for creating and maintaining the data to support PRweb.
For more information on System Administration, refer to the AcquiLine PRweb System
Administrator’s Guide.

T

Tabs

Rectangular buttons above forms that enable the user to easily move between the parts of aform.

TitleBar
The space at the very top of awindow that indicates the application or object being worked in.
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U

Universal Search Criterion

The percent sign (%) is used as the "wildcard" character in searches for vendors, organizations,
objects, and keywords. It can be used alone to search for all itemsin the database in a given
category or it may be used in conjunction with |etters or words to narrow the search.

User

Theindividual person using PRweb. The user account is maintained in System Administration.
Each user has a username, password and contact profile.

w
Windows
Screens that display files and documents, and “hold” applications and utilities while they are being
used.
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